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Who This Book Is For © Icons and Buttons 


This book is for the reader who has never used Icons and buttons show you exactly what you need to 

this particular technology or software applica- click to perform a step. 

tion. It is also for readers who want to expand @ Tips 

their knowledge. Tips offer additional information, including warnings 
and shortcuts. 


The Conventions in This Book @ Bold 


T Steps Bold type shows command names, options, and text 


This book uses a step-by-step format to guide you easily or numbers you must type. 
through each task. Numbered steps are actions you QO Italics 


must do; bulleted steps clarify a point, step, or optional — Ttalic type introduces and defines a new term. 
feature; and indented steps give you the result. 


@ Notes 


Notes give additional information — special 
conditions that may occur during an operation, a 
situation that you want to avoid, or a cross reference 
to a related area of the book. 


CHAPTER 


Crop an Image Working with Images 


f you have an image containing elements that y ot want or need to see, you can often cut Photos displays a cropping 

out those elements. This is called cops do this with Photos. When you crop a rectangle on the photo. 
photo, you specify a rectangular area of the photo ou want to keep. Photos discards everything Q Click and drag the photo or any 
outside the rectangle. corner of the rectangle to define 


ere ; ; : ; the area you want to keep. 
Cropping is a useful skill to have because it can help give focus to the true subject of a photo. Qu 


Cropping is also useful for removing extraneous elements that appear on or near the edges of a photo. Note: Remember that Photos keeps 
the area inside the rectangle. 


Crop an Image @ Click Apply (Œ). 


1 sD In Photos, display the image 
you want to crop. 


ð Tf you do not see the 
application bar, click the screen. 


The application bar appears. 


© Click Edit (Gi). — -< mes 2557297 Photos applies the cropping. 
tices wW ERA © Click Save (H 
i HR FẸ È iH z Photos saves your changes. 


@ If you prefer to leave the original 


as is, click Save a copy (El) 
instead. 


Photos displays the image 


editing tools. 
O Click Basic 5] 


O Click Crop. 


Is there a quick way to crop a photo to a certain size? 

Yes. Photos enables you to choose a specific ratio, such as 4 x 6 or 5 x 7. Repeat steps 1 to 5 to display the 

cropping rectangle over the image. Click Aspect ratio (img). Click the ratio you want to use, such as 4 x 6 or 

5 x 7. Repeat steps 7 and 8 to apply and save the cropping. 4 
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CHAPTER 1 


Getting Started 
with Windows 


To do something useful with your computer and with Windows 10, you 
need to explore the screen, connect to your network, and learn how to 


work with apps. 
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63 ACCOUNTS 


Your account 
Sign-in options Let's create your account 
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Work access 
personal when you sign in with your Microsoft account.* Learn more 


Sync your settings V tyvwin10@outlook.com is available. 
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*If you already use a Microsoft service, go Back to sign in with that account. 
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efore getting to the specifics of working with Windows 10, take a few seconds to familiarize 
yourself with the basic elements of the screen. These elements include the Start screen's app 
tiles, live tiles, your user tile, and the Desktop tile. 


Understanding where these elements appear on the Start screen and what they are used for will help 
you work through the rest of this book and will help you navigate Windows and its applications on 
your own. This section covers the screen you see on a PC. If you are using a Touch PC or a tablet, 
see the next section, “Explore the Tablet Screen.” 


An icon on the desktop represents 
a program or Windows feature. 

A program you install often adds 
its own icon on the desktop. 


When you move your mouse, this 
pointer moves along with it. 


This is the Windows “work area,” 
meaning that it is where you 
work with your programs and 
documents. 


You use this button to start 
programs and launch many of 
Windows’ features. 


: 2:48'A 
A 2) Bl 77205 


This area displays small icons that notify you about 
things that are happening on your computer. For 
example, you see notifications if your printer runs 
out of paper or if an update to Windows is available 
over the Internet. 


You use this box to search for items on your PC or 
on the Internet. 


You use these icons to launch some Windows 
features with just a mouse click. 


This is the current time and date on your computer. 
To see the full date, position the mouse ([:) over the 


The programs you have open appear in the taskbar. l l l 
time. To change the date or time, click the time. 


You use this area to switch between programs if you 
have more than one running at a time. 





f you are using a touch-based PC or a tablet device, Windows 10 will automatically reconfigure 

the screen into tablet mode, which is designed to make it easier for you to navigate and launch 
items using touches and other gestures. However, you might find that using this new interface is not 
easier at first. To get more out of this interface and to learn how to operate your Touch PC or tablet, 
you need to familiarize yourself with Windows 10's tablet mode. 





Explore the Tablet Screen 


Tablet mode displays the Start 1 

screen, which consists of tiles iis A te 
for several common apps. 

In an app, you can click = 

Back (@) to return to either — 

the previous app screen or to ra 


the Start screen. 


To return directly to the Start 
screen, you can click Start (H). 


@) To see more commands, click 
Menu (=). 


R ; 4:02 AM 
a On — | 7/13/2015 


Windows displays a menu of 9 
CO m m a n ds e 4 Life at a glance Play and explore 


© To hide the commands, click 
Menu (=Æ) again. _ "e 


ms 


2 Snipping Tool Calendar 


To toggle tablet mode on and E 
off, you can click Action Center ha lad 


(al) and then click Tablet ae 
Mode. 


File Explorer 





ou can make your computer more energy efficient by putting Windows into sleep mode when you 
are not using the computer. Sleep mode means that your computer is in a temporary low-power 
mode. This saves electricity when your computer is plugged in, and it saves battery power when your 


computer is unplugged. 


In sleep mode, Windows keeps your apps open. This is handy because it means that when you return 
from sleep mode, after you sign in to Windows again, you can immediately get back to what you 


were doing. 





Put Windows to Sleep 


@ Click Start (EA). 


The Start menu appears. 


© Click Power (@). 
© Click Sleep. 
Windows activates sleep mode. 


Note: To return from sleep mode, 


press your computer's Power button. 


Life at a glance 


= ç @ © 


Calendar Mail 


1 Microsoft Edge Groove Music 
=| Snipping Tool 
MB Sticky Notes 


cs} Get Skype 


E Calculator 


Sleep 3 


File Shut down 
£03 Settin Restart 
(9 Power 

i= All apps 


ae 


Movies & TV 





ou can restart Windows, which means that it shuts down and starts up again immediately. This is 
useful if your computer is running slowly or acting funny. Sometimes a restart solves the problem. 


Alternatively, when you complete your work, you could shut down Windows. However, do not just 
shut off your computer's power because doing so can cause problems: If you have documents with 
unsaved changes, you may lose those changes; you also could damage one or more Windows system 
files, which could make your system unstable. Therefore, you should always follow the proper steps 
when shutting down your PC. 





O Shut down all your running 
programs. 


Note: Be sure to save your work as 
you close your programs. 


@ Click Start (EA). 
2 
The Start menu appears. a 
© Click Power (@). =n 
O Click a command: A 
Click Restart to shut down and _ ili 
MB Sticky Notes 
then start your computer. E ----- 
Click Shut Down to turn off E caciat 


your computer. 


Sleep 


File Shut down 


Restart 





f you have a wireless access point and your computer has built-in wireless networking capabilities, 

you can connect to the wireless access point to access your network. If your wireless access point 
is connected to the Internet, then connecting to the wireless network gives your computer Internet 
access, as well. 


Most wireless networks are protected with a security key, which is a kind of password. You need to 
know the key before attempting to connect. However, after you have connected to the network once, 
Windows remembers the password and connects again automatically whenever the network comes 
within range. 





@ Click Network (HA). 


4:10 AM 
LAEZ UE) 


Windows displays a list of 


wireless networks in your area. 3 la mag 
© Click your network. 4 
ED To have Windows connect to Aea 

your network automatically g GCSS 

in the future, click Connect = Krusty 

automatically ({_ | changes Pate 

to ||). artis 
© Click Connect. E 


A Don'tBlink 


Available Airplane mode 


4:12 AM 


* 
A = w) & 7/13/2015 





If the network is protected by a 
security key, Windows prompts ed a 
you to enter it. 


BB Share network with my contacts 


E Type the security key. 6 Sea aes 


If you want to be certain that ; GCSS 
you typed the security key Orne 
correctly, temporarily click and 
hold Display Password 
Characters (œ). 


@ Click Next. 


= BELLO43 
= BELL139 
= BELL151 


RFI | 548 


twork settings 
la 


Available Airplane mode 


4:15 AM 


A t € %) E 7/13/2015 


Windows asks if it can locate 


the other computers and (aes 
: Do you want to allow your PC to be 
devi ces O n yo u rn etwo rk a discoverable by other PCs and devices on this 
network? 
@ click Yes. Se ea lapel eal 


Yes No 


Windows connects to the 
network. 


= GCSS 


z Krusty 


The network icon changes from 
Disconnected (RA) to Connected 
(FA) to indicate that you now 
have a wireless network = BELLISI 


connection. A 
la "PP 


= BELLO43 


= BELL139 


LogophiliaB Airplane m 


4:15AM 


A tf €@ v EI 7/13/2015 


How do I disconnect from my wireless (GE. \ogophiliaB 
To disconnect from the network, follow 
these steps: 


@ Click Network (KA). 
© Click your network. 


E Click Disconnect. Windows disconnects 
from the wireless network. 


Disconnect 





Switch to a Microsoft Account 





ou can get much more out of Windows by using a Microsoft account. When you connect a 

Microsoft account to your Windows user account, many previously inaccessible Windows features 
become immediately available. For example, you can use the Mail app to access your email and the 
OneDrive app to store documents online. You can also download apps from the Windows Store, access 
your photos and documents anywhere online, and even sync your settings with other PCs for which 
you use the same account. 





Start a Microsoft Account Settings 
D Click Start (H) (not shown). 2 SETTINGS 
@ Click Settings (not shown). 
Windows opens the Settings app. = © FA 
: System Devices Network & Internet Personalization 
E Click Accounts. Display, notifications, Bluetooth, printers, Wi-Fi, airplane mode, Background, lock 
apps, power mouse VPN screen, colors 
L Cai 
R Re Q = 
Accounts ©.. & language Ease of Access Privacy 
Your account, sync Speech, region, date Narrator, magnifier, Location, camera 
settings, work, other high contrast 
users N 
The Accounts window appears. © Sating 
@ Click Sign in with a Microsoft 
account instead. Paolo 


n : Local Account 
Sign-in options 


Work access Windows is better when your settings and files automatically 
sync. Use a Microsoft account to easily get all your stuff on all 
your devices. 


Sync your settings 
Sign in with a Microsoft account instead <A) 


Your picture 
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The Make It Yours window appears. 
Configure an Existing Microsoft 
Account 


@) To create a new Microsoft account, 
you can click Create one and then 
skip to the next subsection, 
“Configure a New Microsoft Account.” 


@ Type your email address. 


@ Type your password. 
3) Click Sign in. 
O To finish configuring your existing 


account, skip to the subsection 
“Complete the Account.” 


The Let’s Create Your Account window 
appears. 


Configure a New Microsoft Account 


© Type your name. 


© Type the email address you want to 
use and select either outlook.com or 
hotmail.com from the list. 


@) Type your password. 

4 Select your country. 
© Type your date of birth. 
@ Click Next. 


Can I use a new Microsoft email address? 


CHAPTER 


Getting Started with Windows 1 


Make it yours 


Your Microsoft account opens a world of benefits. Learn more. 


myaccount@outlook.com 1 ees 


Forgot my password 


No account? Create one! <j 


Microsoft privacy statement 


Let's create your account 


Windows, Office, Outlook.com, OneDrive, Skype, Xbox. They're all better and more 
personal when you sign in with your Microsoft account.* Learn more 


teachyourseflwin10@myisp.com 2 


Get a new email address 





Yes, you can. Windows does not require that you use an Outlook.com email address from Microsoft, but you 


can use such an address if you do not want to use an existing address. In the Let’s Create Your Account 
window, click the Get a new email address link and then type the username you want to use with Outlook. 
com. Your new address will be username@outlook.com. 





continued B> 
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Switch to a Microsoft Account (continued) 





Ow you proceed after you type your email address depends on whether you are creating a new 
Microsoft account or using an existing account. Using a Microsoft account with Windows can 
help if you forget your account password and cannot log in. 


You can provide Microsoft with your mobile phone number, so if you ever forget your password, 
Microsoft will send you a text message to help you reset your password. You can also give Microsoft 
an alternative email address, or you can provide the answer to a secret question. 





The Add Security Info window 
appears. 


@ Select your phone number's 
country code. 


O Type your mobile phone number. 
© Click Next. 


Complete the Account 


Windows asks how you want to 
receive your security code to 
verify your account. 


@ Click Next. 
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Add security info 


Your security info helps protect your account. We'll use this to help you recover 
your password, help keep hackers out of your account, and get in if you get 
blocked. We won't use it for spam. 


United States (+1) 


Add an alternate email instead 





See what's most relevant to you 


Make sure you see the search results, advertising, and things you'll like most when 
Microsoft personalizes your experiences by using your preferences and learning 
from your data. Change these settings online and in some Microsoft products and 
services. 


O Enhance my online experiences by letting Microsoft 
Advertising use my account information. (You can 
change this setting at any time.) Learn more 


al Send me promotional offers from Microsoft. (You 
can unsubscribe at any time.) 


Clicking Next means that you agree to the Microsoft Services Agreement & privacy 


and cookies statement. 





Windows asks you to verify your 
current account password. 

O Type your password. 

© Click Next. 


Windows asks if you want to use 
a PIN with your account. 


© Click Skip this step. 


Note: See Chapter 13 to learn how 
to add a PIN to your account. 


Windows connects the Microsoft 
account to your user account. 


The next time you start 
Windows, you can use your 
Microsoft account email address 
and password to sign in. 


CHAPTER 


Getting Started with Windows 1 


Enter your old password one last time 


From here on out, you'll unlock this device using the password or PIN you just set 
up. 


Before we can say goodbye to your local password, you need to provide it one last 
time. 


SS 2 M 


(leave blank if none) 


Passwords are so yesterday 


Using a PIN is faster and more secure than a password—we think you'll love it. 
How can a short PIN be safer than a long password? 





If I no longer want to use a Microsoft account with Windows, can I remove it? 
Yes, you can revert to using your original user account at any time. Note, however, that you will no longer 
see any personal data on the Start screen, you will not be able to access your files online, and your 


settings will no longer sync between PCs. To remove the Microsoft account, click Start (FA), click your user 
name in the upper left corner, and then click Change account settings. In the Accounts window, click Sign 
in with a local account instead. Type your Microsoft account password, click Next, type your local account 
password (twice) and a password hint, and click Next. Click Sign out and finish to complete the removal. 





13 





Install an App 


f Windows does not come with an app that you need, you can obtain the app and then install it 
on your computer. How you start the installation process depends on whether you obtained the 
app from the Windows Store that comes with Windows or you downloaded the app from the Internet. 
If you purchased the app from a retail store and received a physical copy of the software, you install 
the app using the CD or DVD disc that comes in the package. 


Install an App 





Install from the Windows 
Store 


@ Click Start (A). 
@ Click Store. 


@ You might also be able to click 
the Store icon in the taskbar. 


Note: You need a Microsoft account 
to install from the Windows Store, 


as described in the previous section, 


“Switch to a Microsoft Account.” 


The Windows Store appears. 


E Use these tabs or the Search 
box to locate the app you want 
to install. 


D Click the app from the results 
that appear. 
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A Paul McFedries ife at a glance Play and explore 


g Paint ) ~e a ©) 
2 Snipping Tool alendar Mail 2 Microsoft Edge Groove Music 
MM Sticky Notes 

cs} Get Skype 

W Windows PowerShell 


© Alarms & Clock 


File Explorer 
© Settings 
® Power 


pest 


Movies & TV 








Movies & TV 


Refine Results for "netflix" 


Type Apps (40) 


. pj ai ef 


Songs 


S “N Plus 


Movies 


TV shows 


phan 
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© Click Free. 
If the app is not free, click the price 





Music Movies & TV 414 





button instead, type your Microsoft Netflix 
e Netflix, Inc. 
account password, and then click OK. NETFLIX ~~ 
: . © Share 
Windows installs the app. Netflix is the world's leading subscription service for 


watching TV episodes and movies. 
More 


a 


Screenshots phone 


Install a File Downloaded 
from the Internet 


@ Click File Explorer (I). 


r | z| Application Tools Downloads 
2 Click Downloads. Share View gree 
e . Z = Thr [E] Open ~ FF select all 
Note: If you saved the downloaded file in a al = X sew | Ml pew | Beatan 
A SRE j Paste shortcut et pe e tanas parma pini \@History HE Invert selection 
folder other than Downloads, use File Explorer spb CN m 
to find the downloaded file. To view a file € > v MẸ > PaulMcFedries » Z 2] Search Downloads P 
A è - = Name Date modified Type Size 
with File Explorer, see Chapter 10. Se 
(@ OneDrive Eia AdobeDownloadAssistant.exe 
3/26/2015 9:57 AM 
The Downloads folder appears. = oar L 248 ME 
$ Network PD crecive Coudse-tp Gea) Sn 2826 6A ded HEE 
D Double-click the fi le. < Homegroup Adobe Systems Incorporated < Disc Image File 


+ fiddler2setup.exe -= gs915w64.exe 
Installer for Fiddler Web Debugger k 3/26/2015 9:57 AM 


) Telerik , 2.14 MB 
EF oe M Miaon: 81 Anitan 
Note: For compressed files, extract the files ae n maniaka 
and then double-click the setup file. See x SHTaamategn en 
Chapter 10 for more information. pe m Qieu 


! Akeo Consulting (http://akeo.ie) Intuit Canada 


The software's installation app begins. 





4) Follow the installation instructions the 12 items 1 item selected 563 MB 
app provides. 





TIPS 


How do I install software from a CD or DVD? | How do I find my software's product key or serial 
Insert the disc and, when the AutoPlay dialog number? 

box appears, click Run file, where file is the Look for a sticker attached to the back or inside of the CD 
name of the installation app (usually SETUP. case. Also look on the registration card, on the CD, or on 


EXE). Then follow the installation instructions | the back of the box. If you downloaded the app, the 
the app provides (these installation steps vary | number should appear on the download screen and on 
from app to app). the email receipt you receive. 





o perform tasks of any kind in Windows, you can use one of the apps installed on your computer. 

The application you use depends on the task you want to perform. For example, if you want to 
surf the World Wide Web, you use a web browser application, such as the Microsoft Edge app that 
comes with Windows. 


Before you can use an application, however, you must first tell Windows which application you want 
to run. You can start an app either from the Start menu or from the All Apps list. 





Start an App 


Using the Start Menu Peat Us nae 
Click Start (EA). ee 
© BB) Paint , a a @ i 
Your most frequently used apps BY svipi Too oes o C fe 
appear here. — Sticky Notes 
Get Skype 
Common Windows features — area 


appear here. © Alarms & Clock 


The right side of the Start menu OneNote 
displays tiles for commonly used 


a p ps = File Explorer 


2 Click the app you want to start. & setting 


(O) Power 


z= All apps 





The app runs. 


Home 


To close an app, you can click 
Today Watchlist News Investing Personal Finance RealEstate Careers Videos 
Close (><) or press (0+ (@). | | 


With 61 Seconds in a minute, markets 
Greek crisis shakes global markets brace-for trouble 


WM) I 


DOW 5,033.56 
17,799.28 V -147.40 -0.82% S&P 500 2,087.01 
6,670.35 
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Life at a glance Play and explore 


Using the All Apps List eet 


@ Click Start (EA). aloe Pare 
H] z = 


E C li C k A Ll a p p S e = Snipping Tool Calendar Mail 2 Microsoft Edge Groove Music Movies & TV 
D Sticky Notes 


cs} Get Skype 


WW Windows PowerShell 


© Alarms & Clock 


File Explorer > Weather 
#03 Settings 
(O) Power 


i= All apps 





1 
After you click All Apps, the A 
e at a glance Play and explore 
name changes to Back. BI voice Recorder 
° . A psst 
E Click the icon for the program ad = @ g = 
® Weather Calendar 2 Microsoft Edge Groove Music Movies & TV 
you want to launch. iy Ma 
If your program icon is in a — orc Mor 
° re Internet Explorer 
submenu, click the submenu and — oi roa oona 
then click the program icon. BB) noiera 
. 3 ri] Paint 
Windows launches the app. AA 
2 Snipping Tool 
Oe Steps Recorder 
-_ Sticky Notes 
gs Windows Fax and Scan 
co Back 
Is there an easier way to locate an app? What are tiles? 


Yes, you can perform a search to locate it. Click | A tile is a method for displaying a shortcut that launches 
inside the taskbar’s Search box and then begin | an app. Many tiles are live, which means that a tile’s text 


typing the name of the app. As you type, changes to display the app’s most recent information, such 
Windows displays a list of apps and other items | as the latest news or your most recently received email 
that match the characters. When you see the messages. See the section “Pin an App to the Start Menu” 
app you want, click it to run the program. in Chapter 2 to learn how to add your own Start menu tiles. 
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Switch Between Running Apps 





f you plan on running multiple applications at the same time, you need to know how to easily 

switch from one application to another. In Windows, after you start one application, you do not 
need to close that application before you open another one. Windows supports a feature called 
multitasking, which means running two or more applications at once. For example, you might keep 
your word processing application, your web browser, and your email application open all day. You 
can switch from one program to another using either the taskbar or the keyboard. 





Switch Apps Using the 
Tas kba r Home Search Quotes 


Today Watchlist News Investing Personal Finance RealEstate Careers Videos 


Move the mouse (È>) over the 
taskbar button of the program 
you want to switch to. 


© Windows displays a thumbnail 
version of the app window. 


China's Incendiary Market-Is Fanned 


Eurozone Reaches Deal on Greece by Borrowers and Manipulation 
S Lf wT 1hr ago a T - 
© Click the app’s taskbar button. 
Note: A program does not have to IENEI - = 
Ea O% pendant 12 mois 
be minimized to the taskbar for you i Simplifiez vos finances 


Un an si 


to use the program’s taskbar button. T 


NASDAQ 4,997.70 
S&P 500 2,076.62 


of JE 12 614 x 460px 





© Windows brings the program's 
window to the foreground. Search Quotes 


Note: You can also switch to 
another window by clicking the 
window, even if it is in the 
background. 























18 


Switch Apps Using Task View 


a In the taskbar, click Task 
View (im). 





es (12) 


Windows displays thumbnails 
for each running program. 


@ Click the thumbnail of the 
program you want to switch to. 


Windows switches to the 
program. 


Is there an easy way to arrange windows so they do not 
overlap? 

Yes, you can snap windows into place. To snap a window to the left 
half of the screen, drag the top of the window until the mouse (Ù>) 
hits the left edge of the screen, and then release. Similarly, drag a 
window to the right edge to snap it to the right. To snap a window 
to a quarter of the screen, drag the window to any corner. 


7:12 AM 
A 0) EI 773205 


B Untitled - Paint 








How can I switch between apps 
using the keyboard? 

Press and hold (11) and then press 
(£5) to see thumbnail versions of 
the open windows. Press G£ until 
the window you want to work in is 
selected and then release Œ). 
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ou can ensure that you are using the latest version of an app by using the Windows Store to 

install an available update. After a software company releases an app, its programmers continue 
to work on it. They add new features, improve existing features, fix problems, and close security 
holes. 


After fully testing these improvements and fixes, they place the new version of the app in the 
Windows Store, which alerts you that an update is available. You can then install the new version. 





Update an App 


@ Click Start (A). @) rrinescr i ot ic Aae en 


Click Store. n l 
@ AB Paint > ~e a © = 


nipping Tool Calendar Mail 2 Microsoft Edge Groove Music Movies & TV 
MB Sticky Notes 


cs} Get Skype 


iaj Windows PowerShell 


© Alarms & Clock 


OneNote 


` ' , 
e. 
File Explorer > Weather 
#03 Settings 


O) Power 


= All apps 


The Windows Store app appears. 





This number tells you how many 
updates are available. 


© Click Updates (L). 


ooth LINE Despicak 


2 for Windows Free messaging, wherever, whenever Minions are rea 


App top charts App categories Game top charts Game categories Featured 


Picks for you 


Social screen Disney Infinity: Toy Box eSentral 


Free |} = Free Free 

EA 
Based on apps you have ; Based on games you have Based on apps you 
downloaded downloaded downloaded 
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The Windows Store displays a Store 
list of the available updates. Horne: Apes Gin! MONE: OASAN 





4) To ensure that you are seeing 
all the available updates, click 
Check for updates. 


Downloads and installs Tek equines 
Updates (26) Update all 
Xbox Update available J 
3D Builder Update available 4 
Windows Calculator Update available uy 
MSN Food & Drink Update available JL 
CRT RTM Update available 
Kindle Update available 
Movies & TV Update available 
Update available 


Update available 





@ If you prefer to update all the - oOo x 
apps at once, click Update all Home Apps Games Music Movies & TV w E search D 


and skip step 5. | 
; Downloads and installs 
@ Click Update (1). 
Updates (26) 


Windows installs the app 
updates. 





Xbox Update availab 


3D Builder Update availab 


Windows Calculator Update availab 


MSN Food & Drink Update availab 


Update availab 


Update availab 


Update availab 





Update available 


Update available 





Can I automate the updates? How do I update Windows? 

Yes. Instead of updating your apps | By default, Windows is configured to automatically check for 
manually, configure Windows to updated system files each day. If updates are available, Windows 
update the apps automatically. In downloads and installs them. If you know of an important update, 
the Store app, click your user icon, | you can check for it manually if you would rather not wait for the 


click Settings, and then click the automatic check. Click Start (EE) and then click Settings to open 
Update apps automatically the Settings app. Click Update & security and then click Check for 
switch to On. updates. 





f you have an app that you no longer use, you can free up some hard drive space and reduce 

clutter on the Start screen by uninstalling that app. When you install an app, the program stores 
its files on your computer's hard drive, and although most programs are quite small, many require 
hundreds of megabytes of hard drive space. Uninstalling an app you do not need frees up the hard 
drive space it uses and removes its tile (or tiles) from the Start screen (if it has any there) and the 


Apps screen. 


Uninstall an App 





Uninstall via the Start Menu 
@ Click Start (A). 


2) Use the Start menu or the All 
Apps list to locate the app you 
want to uninstall. 


E Right-click the app. 
© Click Uninstall. 


Windows asks you to confirm. 


@ Click Uninstall. 


Windows removes the app. 
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H Life at a glance 


Kindle Calendar 
Pin to Start 


Pin to taskbar re 
vhotos 


Mail Uninstall 
k 


@ 3 & Fitness 


Maps 


Microsoft Edge 
ee 
Microsoft Solitaire Collection Et 
People 
Microsoft Solitaire Collection... 


Microsoft Wi-Fi 


Money 


Eaa S Soap 


Movies & TV 


I Z 


This app and its related info will be + at a glance 
uninstalled. 


Uninstall 5 


e č 


Kindle Calendar 


ETL 

Maps 

Microsoft Edge 

Microsoft Solitaire Collection 

Microsoft Solitaire Collection... 
& Microsoft Wi-Fi 

Money 


Movies & TV 


Play and explore 


m — © B 


Mail 2 Microsoft Edge Groove Music Movies & TV 


OneNote 


Weather 





Play and explore 


© 


2 Microsoft Edge Groove Music 


O 


NEJ 


OneNote 


` LU * 
5 
"e, 


Weather 








Uninstall via Programs and 
Features 
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Storage 


System settings 


@ Type uninstall. 


Apps & features 


System settings 


@ Click Change or remove 
a program. 


Settings 


Programs and Features 


© Change or remove a program 


uninstall office 2013 


uninstaller 


uninstall mcafee 


uninstall internet explorer 


uninstall mackeeper 


uninstall google chrome 


uninstall firefox 


My stuff 


The Programs and Features 
window appears. ! 


© Click the app you want to 
uninstall. 


@ Click Uninstall (or Uninstall/ 
Change). 


(e) 


The app’s uninstall procedure 
begins. 


O Follow the instructions on the 
screen, which vary from app 
to app. 


TIPS 


How can I uninstall the app that is taking up the 
most space? 
Click Start (EE) and then click Settings to open the 


Settings app. Click System and then click Apps & 
features to see a list of apps sorted by size. To 
remove an app, click it, click Uninstall, and then 
click Uninstall when Windows asks you to confirm. 


fal > Control Panel » Programs » Programs and Features 


View installed updates 


fa") Turn Windows features on or 
ff 


Search Programs and Features „O 


Control Panel Home 


Uninstall or change a program 


To uninstall a program, select it from the list and then click Uninstall, Change, or Repair. 


Organize ~ Uninstall A) 


Name Publisher 

E EPSON XP-810 Series Printer Uninstall SEIKO EPSON Corporation 
(Microsoft Mouse and Keyboard Center Microsoft Corporation 

1 Microsoft Office 365 ProPlus - en-us Microsoft Corporation 


Installed On 
3/23/2015 


3/23/2015 


< > 


Microsoft Corporation Product version: 2.3.188.0 
Help link: http://www.microsoft.com/hardware/redirecto... 





What is the difference between an Automatic 
and a Custom uninstall? 

The Automatic uninstall requires no input from you. 
It is the easiest, safest choice and therefore the 
one you should choose. The Custom uninstall gives 
you more control, but it is more complex and 
suitable only for experienced users. 
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CHAPTER 2 


Customizing 
Windows 


Windows comes with a number of features that enable you to 
personalize your computer. Not only can you change the appearance of 
Windows to suit your taste, but you can also change the way Windows 
works to make it easier to use and more efficient. 





Pin an App to the Start Menu. .........24.26-. 26 


Open the Settings App ...... 2.2. ee ee eevee 28 
Change the Lock Screen Background. .......... 30 
Add an App to the Lock Screen .........02.242.6-. 32 
Synchronize Settings Between PCs .........2.2.-. 34 
Access an App’s Features... .. 2... ee ee eee 36 
Pin an App to the Taskbar ..........24.2eceec-8 38 
Adjust the Volume... .. 2... 2.2 ee ee eevee 40 
Set the Time Zone ... 1... 2.2 ee ee ee ere vee 41 
Configure Windows to Work with 

Multiple Monitors ........2 2 ee ee eevee 42 
Customize the Taskbar’s Notification Area ........ 44 


Set Up Multiple Desktops .........2.24c-eece-e 46 


ou can customize the Start menu to gain quick access to the programs that you use most often. 

If you have an app that does not appear on the Start menu, you usually open the app by clicking 
the Start menu's All Apps command and then negotiating the menus and submenus that appear. For 
the apps you use most often, you can avoid this extra work by pinning their icons permanently to the 
right side of the main Start menu. After you have pinned an app, you can launch it by displaying the 
Start menu and clicking the app. 


= @ 
» Dae 


@ Click Start (A). 


@) Locate the app that you want to 
pin to the Start menu. 


@ Right-click the app. 


S 
A 
m 
i 
[e] 
5 
a 
m 
a 


athe 


We r 
Windows A 


V 
e 
W 
* 
a 


MD Character Map 
Internet Explorer 
7 Math Input Panel 
Notepad 
Paint k 
Remote Desktop Connection 
= Snipping Tool 


ce Steps Recorder 


h Sticky Notes 


eo) 


no ^ 
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The app shortcut menu appears. 


y Life at a glance Play and explore 


o Click Pin to Start. eee 


* Weather 
a Windows Accessories 


MD Character Map 


weak oe 


Internet Explorer 


4 Math Input Panel 





Notepad 


Paint 


Pin to Start k 4 


Remote Deskt . 
emote ves<0f Pin to taskbar 


4 Snipping Tool | Run as administrator 


np 


Steps Recorder | Open file location 


Sticky Notes 


w 
< Back 


A tile for the pinned app appears on 
the right side of the Start menu. ee 


Note: To remove an app tile from the Start 
menu, click Start (GF), right-click the tile, 
and then click Unpin from Start. 


ID Character Map 


weeeaR oe 


Internet Explorer 


4@ Math Input Panel 





Notepad 
Paint 
Remote Desktop Connection 


4 Snipping Tool 


2 


Steps Recorder 


h Sticky Notes 


ea 


A 
a 





Can I move an app tile within the Start menu? Can I change the size of a Start menu tile? 

Yes, you can move any app tile to a different Yes. In all cases, you can select either a Small or 
position within the Start menu. To move a tile, click | Medium square. With some apps, you can also choose 
Start (GH), press and hold the mouse button as you | either a Wide rectangle or a Large square. To change 
drag the tile to its new position, and then release the size, click Start (FA), right-click the app’s tile, 
the mouse button. click Resize, and then click the size you want. 


27 


ou can configure and customize many aspects of your Windows system using the Settings app. 
Settings is the Windows app that you use for customizing and tweaking your PC. Many of the 
tasks that follow in this chapter, including changing the Lock screen backgrounds and adding an 


app to the Lock screen, are performed using the Settings app. Settings also offers a wealth of other 


options that you can use to customize your PC. 


You open Settings either via the Start menu or via the Charms menu of some Windows apps. 





Open the Settings App 


Open the Settings App 


@ Click Start (A). 
@ Click Settings. 


The Settings app appears. 
Note: You can also open the Settings app by 


pressing +0. 
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rr) Paul McFedries 


2 Snipping Tool 
ry Sticky Notes 


cs} Get Skype 


ie al Windows PowerShell 
© Alarms & Clock 


a Remote Desktop Connection 


File Explorer 
£03 Settings h 
9) Power 


i= All apps 


Settings 


£03 SETTINGS 


LA 


System 


Display, notifications, 


apps, power 


R 


Accounts 
Your account, sync 


settings, work, other 


users 


2 


Update & security 
Windows Update, 
recovery, backup 


Life at a glance 


ims 


Calendar Mail 


Devices 
Bluetooth, printers, 
mouse 


AF 
Time & language 
Speech, region, date 


Microsoft Edge 


Play and explore 


= © 


Groove Music 


Network & Internet 


Wi-Fi, airplane mode, 


VPN 


k 
(lo 


~— 
Ease of Access 
Narrator, magnifier, 
high contrast 


we 


Movies & TV 


Personalization 
Background, lock 
screen, colors 


£ 


Privacy 
Location, camera 
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Navigate the Settings App Seng 
@ Click a category. lillie 


System Ei Devices Network & Internet Personalization 


Display, notifications, Bluetooth, printers, Wi-Fi, airplane mode, Background, lock 
apps, power mouse VPN screen, colors 


R G Ea = 


Accounts Time & language Ease of Access Privacy 
Your account, sync Speech, region, date Narrator, magnifier, Location, camera 
settings, work, other high contrast 
users 


O 


Update & security 
Windows Update, 
recovery, backup 


The Settings app displays the 
category. o 


E Click a tab. bei Customize your display 
g . Notifications & actions 
E Use the controls on the right side 


of the app window to modify the ee 
tab’s settings. Multitasking 1 
Tablet mode 


Windows puts the new settings 
7 Power & sleep 
into effect. Identify Detect 


A) You can click Back (<) if you ane Change the size of text, apps, and other items: 100% (Recommended) 
` offli r 
need to return to the previous ee 


Orientation 


Settings screen. pets 


About 
Apply Cancel 





Advanced display settings 


If I know which tab of the Settings app I want to use, is there a quick way to display it? 

Yes, you can use the taskbar’s Search box, which enables you to quickly search for the setting that you 
want to work with. Click inside the Search box and then begin typing the name of the tab or setting you 
want. 


For example, if you want to go directly to the Accounts tab, type accounts and then click Add, delete, and 
manage other user accounts in the search results. Note that Settings items appear in the search results 
with the Settings icon (4). 
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Change the Lock Screen Background 





ou can make your Lock screen more interesting by changing the image that appears as its 

background. Locking your computer is a useful safety feature because it prevents unauthorized 
users from accessing your files and your network. If you find yourself looking at the Lock screen 
frequently, you might prefer to see something other than the default image. Windows comes with 
several system pictures that you can use, or you can use one of your own pictures. 





O Open the Settings app. 


Note: See the previous section, “Open 
the Settings App.” 


© Click Personalization. 


£03 SETTINGS 


H 


System 


Display, notifications, 


apps, power 


R 


Accounts 
Your account, sync 


Devices 
Bluetooth, printers, 
mouse 


AF 
Time & language 
Speech, region, date 


Network & Internet 


Wi-Fi, airplane mode, 


VPN 


: 
(lo 


ra 


Ease of Access 
Narrator, magnifier, 


-0 


Personalization 
Background, lock 


screen, colors 


m 


Privacy 
Location, camera 


settings, work, other high contrast 


users 


O 


Update & security 
Windows Update, 


recovery, backup 
The Personalization settings appear. E Settings 


i £03 PERSONALIZATION 
©) Click Lock screen. 


@ Click the Background w and then 
click Picture. 


Find a setting 


Background 
Preview 


Colors 
3 Lock screen 
To use a default image, click the 
thumbnail of the picture that you 
want to use. 


Themes 


Start 


AOI 


Tuesday, July 14 


Background 


Picture <@) 


Choose your picture 


ACN 
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© To use one of your own pictures, click 
Browse. 


ED Click the picture that you want to use. 


@ Click Choose picture. 


The image appears the next time that 
you lock your computer. 


TIP 


How do I lock my computer? 


CHAPTER 


Customizing Windows 2 


E Settings 
£o PERSONALIZATION Find a setting 
Background 
Colors 
Lock screen 
Themes 


7 7:01 


Tuesday, July 14 


Background 
| Picture ~] 


Choose your picture 


SA | 
hezi — 
-Q 


Browse 


Open 
€ DP > ThisPC > Pictures > Allan Gardens 
Organize v New folder 
zł Quick access 
d@a OneDrive 


This PC 2015 01 11_0978 2015 01 11_0979 





o> Network 
e$ Homegroup 


jas] Photos 








2015 01 11_0980 2015 01 11_0981 





2015 01 11_0982 2015 01 11_0983 


File name: | 2015 01 11_0980 v| All files 


8 Choose picture Cancel 

















Click Start (EH), click your username at the top of the menu, and then click Lock. You can also 
press {|+(). You can configure Windows to automatically lock the computer after it has been idle for a 


specified amount of time. In the Search box, type lock the computer. Click Lock the computer when I 
leave it alone for a period of time. Click On resume, display logon screen ({ | changes to |#|). Use the 
Wait text box to set the number of minutes of idle time after which Windows locks your PC. Click OK. 
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Add an App to the Lock Screen 





hen you lock your PC, Windows displays status icons for some apps. For example, the status icon 

for the Mail app shows the number of unread messages. The Lock screen also shows any new 
notifications that appear for the Calendar app, such as an upcoming appointment. If you lock your 
computer frequently, you can make the Lock screen even more useful by adding icons for other apps, 


including ones that support notifications. 





Add an App to the Lock Screen 


D Open the Settings app. 


Note: See the section “Open the 
Settings App” earlier in this chapter. 


2) Click Personalization. 


System 


Display, notifications, 


apps, power 


QR 


Accounts 
Your account, sync 


Devices 
Bluetooth, printers, 
mouse 


M 


Time & language 
Speech, region, date 


Find a setting 


@ 


Network & Internet 


Wi-Fi, airplane mode, 


VPN 


3 
(lo 


aa 


Ease of Access 
Narrator, magniñer, 


Personalization 2 


Background, lock 
screen, colors 


Q 


Privacy 
Location, camera 


settings, work, other high contrast 


users 


O 


Update & security 
Windows Update, 
recovery, backup 


The Personalization settings appear. @ Sama 
l PERSONALIZATION 
© Click Lock screen. k i 
@ To set a quick status icon for an 
: Colors 3 
app, click a button. lie | a Choose your picture 
eT Lock screen a 





a) | 
Browse 


Choose an app to show detailed status 


Choose apps to show quick status 


© HERRERA 


Screen timeout settings 


Screen saver settings 
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The Choose an App window appears. 


© Click the app for which you want to add 
a quick status icon to the Lock screen. 


© Repeat steps 4 and 5 to set the other 
quick status icons. 


£03 PERSONALIZATION 
Background Picture 
Colors Choose your picture 


Lock screen 


Themes 


@ If you do not want an app associated 
with the icon, click None. 


Start None 


Weather Hetailed status 


People 


Alarms & Clock 


ED To choose which app displays its detailed € setings 
status, click here. {S3 PERSONALIZATION 


O Click the app. Background Picture 


Colors 


© If you do not want a detailed status, sa 
g ck scree s ! i 
_ =u am) N 
e e . Themes A 
Windows puts the new settings into 


effect, and the apps appear on the Lock 
screen the next time that you use it. Choose an app to show detailed status 


Browse 
Start 





What is the difference between a quick status and detailed status? 
A quick status means that the Lock screen shows only a small icon for an app, and that icon displays 


the number of recent or unread items, such as the number of unread email messages in the Mail app. 

A detailed status means that the Lock screen shows more information from the app. For example, if you 
have an upcoming event in the Calendar app, the Lock screen shows the details of that event, including 
the event title, location, and time. 





33 


Synchronize Settings Between PCs 





f, besides your Windows desktop computer, you also have a Windows notebook, a Windows tablet, 

and a Windows smartphone, using the same Microsoft account on each platform means that you 
can synchronize data among them. You can sync customizations, such as backgrounds and themes; 
system settings, such as languages and regional settings; Microsoft Edge data, such as favorites and 
history; and app settings and more. This gives you a consistent interface across your devices and 


consistent data so that you can be more productive. 





@ Open the Settings app. 1 


Note: See the section “Open the 
Settings App” earlier in this chapter. 


@ Click Accounts. 


System 
Display, notifications, 
apps, power 


on 2) 


Your account, sync 
settings, work, other 
users 


O) 


Update & security 
Windows Update, 
recovery, backup 


The Accounts settings appear. Settings 


©) Click Sync your settings. Accounts 





Sign-in options 
Work access 


Family & other users 


Sync your settings £D 
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Devices 
Bluetooth, printers, 
mouse 


fe 
Time & language 
Speech, region, date 


Network & Internet 


Wi-Fi, airplane mode, 


VPN 


P 
br 
aa 
Ease of Access 
Narrator, magnifier, 
high contrast 


Personalization 
Background, lock 
screen, colors 


Q 


Privacy 
Location, camera 





Find a setting P 


Paul McFedries 


paulmcfedries@hotmail.com 


Administrator 


Billing info, family settings, subscriptions, security settings, and 


more 


Manage my Microsoft account 


Sign in with a local account instead 


Your picture 
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The Sync settings appear. =a 
4) Click the Sync settings switch to On. 53 ACCOUNTS Find 9 r 


Your account 








Sync your settings 
So Sync Windows settings to other devices using 
paulmcfedries@hotmail.com. 
Work access 


How does syncing work? 


Family & other users 
Sync settings 


O o <Q 
Individual sync settings 


©) Under Individual Sync Settings, click € setings 
the switch to Off beside each type of {3 ACCOUNTS 
setting that you do not want to include Your account 1 


Sync your settings 
in the sync. 


SORS Sync Windows settings to other devices using 
paulmcfedries@hotmail.com. 


The next time Windows syncs, it does not | workaccess 
include the settings that you turned off. 


How does syncing work? 


Family & other users 
Sync settings 


€D o 


Individual sync settings 
Theme 


ED o E) 


Web browser settings 
ED on 
Passwords 
ED on 


Language preferences 


€D o 


Why is the Passwords switch disabled on my Sync Your Settings screen? 

This occurs when you have yet to verify your identity on your PC. Verifying your identity means having a 
confirmation code sent to the mobile phone number associated with your Microsoft account. To verify your 
identity, use the taskbar’s Search box to type actions and then click View recommended actions to keep 
Windows running smoothly. In the Security and Maintenance window that appears, you should see the 
message “Verify your identity on this PC.” Click Verify to the right of that message, and then follow the 
instructions that appear for having the confirmation code sent to your mobile phone. 
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epending on the app, you might see a few tabs across the top of the window, as well as a Search 

box in the upper-right corner of the window. However, almost all the apps that come with 
Windows include a strip running down the left side of the window. This is the app menu, and it gives 
you access to a number of features, including commands, settings, and views. This menu shows only 
icons at first, but you can open the menu to display the names of each feature. You can then click 
the feature that you want to use. 





Access an App’s Features 


Display the Menu 1 
@ Open the app that you want to 


work with. {ny Today Watchlist News Investing Personal Finance RealEstate Careers Videos 


© Click Menu (=). 


eee 


—_— —_£ . 2 
i i sep s 
2 paragraphs that explain the Greek Made in America? Ghrysler, Ford no 
4 


The app menu expands to show 


the feature names. 
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financial crisis 


50 mins 


DOW 
17,721.47 


Market 


Watchlist 


Currencies 


Mortgage Calculator 


World Markets 


Send Feedback 


paulmcfedries@hotmail.com 
Sign out 


Settings 


WV -225.21 -1.25% 


Persona 


e Greek 


NY -225.21 -1.259 


longer qualify 
i | 


5,008.83 
2,074.60 
6,620.48 


Market 


EUR/USD 


RealEstate Careers Videos 


" —_ 


vey sa 

Made in America? @hrysler, Ford no 
Colares UCLA 

Ja | 


5,008.83 
2,074.60 
6,620.48 


Market 


EUR/USD 





Hide the Menu 


Note: If you click a menu feature, the ©& 
app automatically hides the menu. @ Home Personal Finance Real Estate Careers Videos 
You need to manually hide the menu if pp p a 

you decide not to select a feature. 


Watchlist 


eD Click Menu (E). Currencies 


Mortgage Calculator 


a -  —<_ 


er S 
e Greek Made in America? Ghrysler, Ford no 
World Markets longer qualify 


Send Feedback n 


NASDAQ 5,008.83 
WV -225.21 -1.25% S&P 500 2,074.60 
FTSE 100 6,620.48 


paulmcfedries@hotmail.com 
Sign out 


Settings 





The app hides the menu. 


Home 


Today Watchlist News Investing PersonalFinance RealEstate Careers Videos 


ef "9 
2 paragraphs that explain the Greek Made in America? Ghrysler, Ford no 
4 


financial crisis longer qualify 


om 50 mins LF] J 


DOW NASDAC 5,008.83 
17,721.47 WV -225.21 -1.25% S&P 500 2,074.60 
6,620.48 


Market 





EUR/USD 


Do all apps use the Menu icon? Are there more app features that I can access? 
No. The so-called Modern apps that ship with Yes, you can also display the Settings pane for each 
Windows — including Mail, Calendar, People, Maps, app. The layout of the Settings pane varies between 
News, and Weather — use the Menu icon (=), as apps, but it usually includes commands for setting 
do some third-party apps. However, the so-called app preferences and options. To display an app’s 
Desktop apps — including File Explorer, Paint, and Settings pane, click Menu (=) and then click 
WordPad — do not use this feature. Settings (4%). 
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inning an app to the Start menu, as described earlier in this chapter, is helpful because it puts 

the app just two clicks away. If you have an app that you use frequently, you might prefer to 
have that app just a single click away. You can achieve this by pinning the app to the taskbar. You 
can pin an app to the taskbar either from the Start menu or from the taskbar itself. 


=$ na tha Start M enu 


USI IJ Ne Stall I 
. A Paul McFedries Life at a glance Play and explore 
@ Click Start (A). -i 
@ If you do not see the app you Snipping Too 
want to pin, click All apps. Sich Notes 


cs} Get Skype 

m Windows PowerShell 

fo} Alarms & Clock > 
Remote Desktop Connection 


Money 


il 





f 


File Explorer 


© Settings 
O) Power 


G All apps 


E Locate the app that you want to 
pin to the taskbar. Life at a glance Play and explore 


O Right-click the app. 
© Click Pin to taskbar. 


a) Character Map 


In A Explorer 


Mai nput Panel 


Notepad 
Pin to Start 


2 


f Paint 


Pin to taskbar h 


CENTON] 


w Remote De; Run as administrator 


A 


2 Snipping Tc Open file location 


ba: 


Steps Recorder 


MB Sticky Notes 


w 
O 
A 
Eaz 
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An icon for the app now appears 1 
in the taskbar. 


Using the Taskbar 

© Launch the app that you want to 
pin to the taskbar. 

@ Right-click the running app’s 
taskbar icon. 


Click Pin this program to 
taskbar. 


© Click Close (Z). 


An icon for the app remains on 
the taskbar. 


Can I change the order of the taskbar icons? 
Yes. Click and drag a taskbar icon to the left or 
right and then drop it in the new position. Note 
that this technique applies not only to the icons 
pinned to the taskbar, but also to the icons for 
any running programs. 


Equeurdreville- 
_Hainneville 


„Montebourg 


Bayeux, SA D \Gisors Creil 


telier Caen” 1 \tieux 


„Saint-Lô 


Vir 
ints Avranches 
alo d 


\\ „Fougères 
4 z , Mayenne 
Sf Ernee 
Rennes \__etaval 
Sablé-sur 
Sarthe, 
„Châteaubriant 


, Freigne 


„Fécamp ; 


n ll 
am Laon 
,Le/Havre 


e ` 
„Flers \ Arggstan 


fAlencon 


Sex F ga Seraing $, ‘sis j 
r N ““OBENGIUM Y 
Arras J 1 3 À = 
„Caudry -ON 
Saint 


Quentin Charleville 
Mézières. _ 


Dieppe 


Beauvais! Compiégne 
$} Reims 
Chateau 


eethierry 


Evreux „Pontoise 
~ina 4 ee 
Nanterre, Paris 
Dreux’ Versailles si" Créteil 
VIy, À 
S \ “Melun 
Ghartres \\ 

Montereau 

Fault-Yonne Sense 


Chalons-en=="™ 
Champagne 


Romilly 
,sur-Seine 


„Châteaudun R SS 
, Montargis 
Orleans 


„Vendôme Auxerre 


„Gien 
Ñ 


Blois 
Romorantin 
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{Châtellerault 
PA 
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Chateauroux Æa Pin this program to =e 
J 


5 
X Close window 


How do I remove an app icon from the taskbar? 

If you decide that you no longer require an app to be 
pinned to the taskbar, you should remove it to reduce 
taskbar clutter and provide more room for other app 
icons. To remove a pinned app icon, right-click the icon 
and then click Unpin this program from taskbar. 
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hile an audio or video file is playing, you can adjust the volume up or down to get its audio 

just right. If you are listening to media by yourself, you can adjust the volume to suit the music 
and your mood. However, if there are other people nearby, you will probably want to use the volume 
control to keep the playback volume low to avoid disturbing them. If you need to silence the media 
temporarily, you can mute the playback. 


p oo eee Bos : i P N 

yA Wa J [eb ee ee Fa Va À | | a 

mÑ » x T BEE a 
(AUP VWs v s d z 


D In the taskbar, click Volume (BJ). 





1 


l 9:06 AM 
ATA Iwas 


The Volume window appears. 


D Click and drag the slider to set the 
volume level that you want. 


You can also click Mute (fj) to mute 
the volume (5) changes to KR). 


Windows sets the system volume to the 
new level. 


2 


Speakers (AMD-8111 AC'97 Auc o Controller Dri... 
oo 70 


9:06 AM 
AB) 7/14/2015 
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Set the Time Zone 


o ensure that your system clock is accurate, you should set the time zone to correspond to your 

location. When Windows configures your computer, it performs a number of chores, including 
setting the current system time and time zone. However, for the time zone, Windows defaults to 
Pacific Time in North America. If this is not the time zone used where you live, you must select the 
correct one to ensure that you have the accurate system time. 








Set the Time Zone 


1) Open the Settings app. 





1 
Note: See the section “Open the i - 
Settings App” earlier in this chapter. 
© Click Time & language. 5 © rá 
System Devices Network & Internet Personalization 
Display, notifications, Bluetooth, printers, Wi-Fi, airplane mode, Background, lock 
apps, power mouse VPN screen, colors 
L Ca 
2 Spy % 22 
Accounts Time & language Ease of Access Privacy 
Your account, sync Speech, region, date Narrator, magnifier, Location, camera 
settings, work, other high contrast 
users 
Update & security 
Windows Update, 
recovery, backup 
© Click the Time zone w and then click = 
your time zone. £3 TIME & LANGUAGE 
Windows adjusts the time to the new PE Date and time 
time zone. Region & language 9:08 AM, Tuesday, July 14, 2015 


Speech Set time automatically 
@D on 


Change date and time 


Change 


Time zone 
(UTC-05:00) Indiana (East) v 


Adjust for daylight saving time automatically 


@® on 


Formats 


First day of week: Sunday 
Short date: 7/14/2015 





Long date: Tuesday, July 14, 2015 
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Configure Windows to Work 


with Multiple Monitors 





ye can improve your productivity and efficiency by using a second monitor. To work with an extra 
monitor, your PC must have a second video output port, such as VGA, DVI, or HDMI. If you do not 
have such a port, check with the manufacturer to see if an adapter is available that enables your PC 
to connect with an extra monitor. 


After you have connected your PC and the external monitor, you then need to configure Windows to 
extend the Start screen to both the main screen and the second monitor. 





@ Connect the second monitor to your PC. 2 
E Open the Settings app. 


Note: See the section “Open the Settings 
App” earlier in this chapter. 


System Devices Network & Internet Personalization 


© Click System. 


The System settings appear. 
© Click Display. 


© Click the Multiple displays w. 
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Display, notifications, 
apps, power 


R 


Accounts 
Your account, sync 


Bluetooth, printers, 
mouse 


M 


Time & language 
Speech, region, date 


Wi-Fi, airplane mode, 


VPN 


Pa 

(lo 
~— 

Ease of Access 


Narrator, magnifier, 


Background, lock 
screen, colors 


2 


Privacy 
Location, camera 


settings, work, other 
users 


O 


Update & security 
Windows Update, 
recovery, backup 


Notifications & actions 
Apps & features 
Multitasking 

Tablet mode 

Power & sleep 

Storage 

Offline maps 

Default apps 


About 


high contrast 





| 
Find a setting 2 


Change the size of text, apps, and other items: 100% (Recommended) 


—— ——____- 


Orientation 


Brightness level 


Identify Detect 


Multiple displays 


Duplicate these displays v 5 


Apply Cancel 








@ Click Extend these displays. 


EÒ Click the monitor that you want to set as the 


main display. 


@ Click Make this my main display (C] changes 


to |¥1). 
© Click Apply. 


Windows connects to the second monitor 
and uses the selected monitor as your main 


display. 


Notifications & actions 


Apps & features 


Multitasking 


Tablet mode 


Power & sleep 


Storage 


Offline maps 


Default apps 


About 


Notifications & actions 


Apps & features 


Multitasking 


Tablet mode 


Power & sleep 


Storage 


Offline maps 


Default apps 


About 
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Find a setting 2 


Identify Detect 


Change the size of text, apps, and other items: 100% (Recommended) 


Hooo 


Orientation 


Landscape 


Brightness level 


— 


Adjust my screen brightness automatically 


off 


Extend these displays 
Show only on 1 
Show only on 2 


Disconnect this display 


Find a setting P 


Identify Detect 


Change the size of text, apps, and other items: 100% (Recommended) 


Í 


Orientation 


Landscape 


Brightness level 


— y 


Adjust my screen brightness automatically 


@ D of 


Multiple displays 


Extend these displays v 


Make this my main display A 
(9 Apply Cancel 





Why does my mouse pointer stop at the right How do I configure Windows to stop using the 
edge of the left screen? external monitor? 
This means that you need to exchange the icons Follow steps 2 to 4 in this section to open the Multiple 


of the left and right monitors. To do that, click Displays list and then click Show only on 1. You can 
and drag the left monitor icon to the right of the | also usually revert to using just the original PC screen 


other monitor icon (or vice versa). by disconnecting the monitor from your computer. 
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Customize the Taskbar’s Notification Area 





y can customize how Windows displays the taskbar’s notification area icons to ensure a 
particular icon is always visible or to turn off an icon’s notifications. 


The notification area shows only a few icons by default: Network, Volume, and Notifications, and 
notebook PCs also show the Power icon. You might want to customize the default arrangement. For 
example, many notification icons offer quick access to their programs’ features when you right-click 
them. If there is an icon that you right-click frequently, you might want to configure the notification 
area to show the icon on the taskbar. 








1) In the taskbar’s Search box, type 


n oti fi cati on S e Notifications & actions settings 
System settings 
@ Click Notifications & actions settings. ee 


33 Choose which apps show notifications 
33 Turn app notifications on or off 


#33 Choose how long notifications are 
shown 


notifications 
notifications on facebook 
notifications anastasiadate 
notifications yahoo 
notifications from cdc/illnesses 
notifications see all notifications 
Store 
R Riveu Notifications 


aa My stuff Ø Web 


notifications 


The Settings app displays the Notifications Settings 
& Actions window. SYSTEM Find a setting 


Display 


Quick actions 


© Click Select which icons appear on the 
taskbar. 


Notifications & actions . : 
Choose your quick actions 


= allele 


Multitasking 


Tablet mode Select which icons appear on the wien 3 


Turn system icons on or off 








Power & sleep 


STETE Notifications 

Offline maps Show me tips about Windows 
ED on 
Show app notifications 

About @D on 
Show notifications on the lock screen 


€D on 


Show alarms, reminders and incoming VOIP calls on the lock 
screen 


Default apps 
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The Select Which Icons Appear on the 
Taskbar window appears. 


H Click the switch to On for each 
icon you want to display in the 
notification area. 


G) Click Back (€) to return to the 
Notifications & Actions window. 


@ Click Turn system icons on or off 
(not shown). 


ED Click the switch to Off for each system 
icon you want to prevent from appearing 
in the notification area. 


Windows puts the new settings into 
effect. 


@ You can click Show hidden icons ($) to 
see your hidden icons. 


Is there a faster way to show every 
icon on the taskbar? 
Yes. Follow steps 1 to 3 to open the 


Select Which Icons Appear on the 
Taskbar window. Click the Always show 
all icons in the notification area 
switch to On. 


CHAPTER 


Customizing Windows 


= Settings 
£03 SELECT WHICH ICONS APPEAR ON THE TASKBAR 
Always show all icons in the notification area 


@_) off 


Network 
Network Internet access 


Volume 


Speakers: 70% 


Windows Explorer 
Bluetooth Devices 


Microsoft OneDrive 
OneDrive - Up to date 
Windows Explorer 
Windows Explorer 
Safely Remove Hardwa 


Location Notification 
Your location is currently in use 


€ Settings 


g63 TURN SYSTEM ICONS ON OR OFF 


Clock 

Volume 
Network 
Power 

Input Indicator 
Location 


Action Center 


8:15 AM 
A A AA y5 





Can I configure the taskbar to always appear on the screen? 
Yes. The default taskbar state is hidden, and you display it by 
moving the mouse (Ù) to the bottom of the screen. This gives 
you more desktop room, but if you would prefer not to perform 
this extra step to display the taskbar, right-click the taskbar, 
click Properties, and then click Auto-hide the taskbar 

({#] changes to [ |). Click OK. 
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ou can make your PC screen easier to manage and less cluttered by organizing your running 

programs into two or more desktops. Each desktop includes only the windows of the programs 
that you have assigned to that desktop. For example, you might have a work desktop that includes 
only a word processor, a spreadsheet, and Microsoft Edge for research; a social desktop that includes 
only Mail, People, and Calendar; and a media desktop that includes only Music, Photos, and Videos. 
You can quickly switch from one desktop to another. 

















Add a New Desktop 
D In the taskbar, click Task view (imi). 


© Click New desktop. 





i 


New desktop 
1 . 8:17 AM 


A 199 Fl spans 


® Windows creates a new desktop. 


Your original desktop is shown as 
Desktop 1. 


Desktop 2 
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Qr In the taskbar, click Task v view (imi) 
(not shown). 


Position the mouse ([s) over the other 
desktop to see the programs running 
within that desktop. 


2 Click the desktop you want to use. 


Windows switches to that desktop and 
displays its running programs. 


Note: Any new programs you launch will 
now appear only in the selected desktop. 





@ In the taskbar, click Task view (1) 
(not shown). 


© Right-click the program you want to 
move. 


© Click Move to. 


O Click the desktop to which you want 
the program moved. 


You can also click New Desktop to 
move the program to a new desktop. 


Windows moves the program to the 
selected desktop. 


What shortcut methods I can use? 

Press @)+69 to open Task view. To switch 
between desktops, open Task view, press 

to select a desktop thumbnail, use (>) and 

to highlight the desktop you want, and then 
press (=). You can also press Q+- -+0 to 
create a new desktop and Q) +6 +) to close 
the current desktop. 








e virtual Friday - Word Spy - Microsoft Edge 


usic 
SEREA eel nn Alburr 
virtual Friday . 
——— fE Bg 
oP er RS 7 Ser a =n 
| of ie fr ma 
ms mish 


ae 


Ø) Untitled - Paint 


























How do I close a desktop? 

Click Task view (1i) to display the desktop 
thumbnails. Move the mouse (Ù) over the desktop 
you want to close and then click Close (§%) in the 
upper left corner of the desktop thumbnail. Windows 
closes the desktop. If the desktop contained 
running programs, they are assigned to your original 
desktop. 
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CHAPTER 3 


urfing 
the Web 


This chapter shows you how to use Microsoft Edge (which replaces 
Internet Explorer in Windows 10) to navigate from site to site. You 
learn how to enter web page addresses, work with tabs, save your 
favorite sites, search for information, and more. 


4% Footpath Lexicon - abbey | New tab @ link rot - Word Spy 





+ linguistic profiling - lion food & 


WORD SPY 
By Alpha 

By Tag 

By Date 
Random Word 
Top 100 

Blog 


Full Search 


| Word search 


E f 


1996 
Link R 





Open a Web Page. ......2 ee see ev eevee 50 


Open a Web Page ina Tab ........2.2eeeeeee 52 
Navigate Web Pages ...... 2.2. eee eee eeeves 54 
Mnd Text ona Page o n base nce ee eee ee 55 
Navigate with the History List . . . . s.. esses ee 56 
Change Your Startup Page ........ 2 seese 58 
Save Favorite Web Pages... 1... 2.2. ee ee eevee 60 
Take Advantage of the Favorites Bar ........... 62 
Create Web Notes ........220202 eee eevee 64 
Searchifor Sites ZTT TETES TT TTET, 66 


Download a File .........2..5eec6c6cecsecee 68 


Open a Web Page 





Anes you usually navigate web pages by clicking links, if you know the address of a specific 
page, you can type it into the web browser to display it. Every web page is uniquely identified 
by an address composed of four basic parts: the transfer method (usually http, which stands for 
Hypertext Transfer Protocol), the website domain name, the directory where the web page is located 
on the server, and the web page filename. The website domain name suffix most often used is .com 
(commercial), but other common suffixes include .gov (government), .org (nonprofit organization), 
.edu (education), and country domains such as .ca (Canada). 


Open a Web Page 





Enter a Web Page Address Where to next? 

@ Click Microsoft Edge (@). 2 6 0 mien 3 > 

@) Click in the address bar. My news feed powered by MSN 

© Type the address of the web = pl 
page. E | 91 OF 


O Click Go (B). y y Partly Sunny 


Today 


Full Forecast 


Ellie Black wins two gold in gymanstics 
+ 


The web page appears. BD raul McFedries x = 


1 s C) mcfedries.com sk 
© If you find that Microsoft Edge 2 © w 
cannot display the page, this is 


usually a temporary glitch, so 
click Refresh (C) to try PAUL MCFEDRIES 


loading the page again. WRITER. CODER. WALKER. READER. LOGOPHILE. H 


2 McFedries.com Books Articles Three MPH Footpaths Reads Search 


Fresh Books Fresh Articles Fresh Thre 
iPad | iPad Portable Genius, Know Your Wearables Slang Walking throug 
3rd Edition Jerktech, earables, and citizen-terminals causes forgetti 
Tips, tricks, and all mark a brave new wearable world Yes, you read that 
troubleshooting techniques for IEEE Spectrum Posted: June 8, 201 
the iPad Air 2, the iPad mini 3, 
and iOS 8. Your Inevitable Robocar Future Cabbagetown | 
Published: November 24, 2014 What will we call driving, when we no Posted: April 24, 24 
longer drive? 

M Teach Yourself IEEE Spectrum Giddy Up! 
VISUALLY OSX Posted: April 21, 20 
Yosemite The Language of E-books 
An accessible, easy-to- Competing formats and incompatible Out for a Stro 

50 understand guide to Apple’s OS devices have spawned a complex lexicon. Posted: April 20, 24 








Select a Link 


a Position the mouse (Ù) over a 
link (È changes to 2"). 


@ Click the link. 


© The Status area shows the link 
address. 





Note: The address shown in the 
status bar when you point at a link 
may be different than the one 
shown when the page is 
downloading. This happens when 
the website “redirects” the link, 
which happens often. 


The linked web page appears. 


© The web page title and address 
change after the linked page is 
loaded. 


TIP 


CHAPTER 


Surfing the Web 


WORD SPY WORD SPY 


By Alpha 


By Tag THE WORD LOVER’S GUIDE TO NEW WORDS 


By Date The Latest Word 


Random Word monogamish 


Top 100 adj. \n a monogamous relationship, but with a mutual agreement that allows occasional infidelities. 


Personally, I’m in a monogamish relationship. We’re committed to each other, but have a porous 
Blog boundary around our relationship, meaning we’ve agreed that it’s OK for either of us to express ro 
R feelings toward other people or to be physically intimate with other people, so long as we’re honeg 
transparent about our intentions with one another. 


—Chris Messina, “Why I choose non-monogamy,” CNN Money, January 29, 2015 


m i Posted: June 26, 2015 (See the ful enty) <Q 


Other Recent Words Most Popular Words 


return trip effect 





1. heteroflexible 


2. dog that caught the car 
3. return trip effect 


n. The illusion that the return trip takes less time 
than the initial trip, even when the distance and 
http://wordspy.com/index.php?word=monogamish )f both tri ps are the same. 


3) monogamish - word Sp X | + 


€ = © | wordspy.com/index.php?word=monogamish Eo x | 


WORD SPY 
By Alpha m O n O E a m i S h 


By Tag adj. |n a monogamous relationship, but with a mutual agreement that 
allows occasional infidelities. 


Home — Alpha — M — monogamish © Mongolian hordes - monolithic side 


B y D) a t e 


Random Word Also Seen As 


monogam-ish 
Top 100 


Other Forms 


monogamishly adv. - monogamishamy n. 


Blog 


Full Search 


Etymology 


monogamous + -ish 
` Bi 


Examples 
2015 


Personally, I’m in a monogamish relationship. We’re cominitted to each other, but have a porous 





2c 


Are there any shortcuts that I can use to enter web page addresses? 
Yes. Here are some useful keyboard techniques: 


e After you finish typing the address, press (=)—)) instead of clicking Go (W). 
e Most web addresses begin with hAttp://. You can leave off these characters when you type your address. 


e If the address uses the form http://www.something.com, type just the something part and then press 
(€2)+ (E23. Microsoft Edge automatically adds http://www. at the beginning and .com at the end. 
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Open a Web Page ina Tab 





A: you surf the web, you may come upon a page that you want to keep available while you visit 
other sites. That page may contain important information that you need to reference, or it might 
be a page that you want to read later on. 


Instead of leaving the page and trying to find it again later, Microsoft Edge lets you keep the page 
open in a special section of the browser screen called a tab. You can use a second tab to visit your 
other sites and then resume viewing the first site by clicking its tab. 


Open a Web Page in a Tab 

















Open a Web Page in a Tab S) monogamish - Word Spy X + 
fay) Right-click the link you want & ED | wordspy.com/index.php?word=monogamish SE 
to open. Home — Alpha — M — monogamish 2 Mongolian hor 
P WORD SPY 
i ninn | i 
© click Ope ew tab a manogamish 
Open in new ly 
SAEI Open in new window [n a monogamous relationship, but with a mutual agree 
mee cory tink ws occasional infidelities. 
ancl Save picture » Seen As 
Share picture , 
»gam-ish 
LR) Copy picture 
TA select all ier Forms 
Copy »gamishly adv. - monogamishamy n. 
Full Se 
Inspect element mology 
View source igamous + -ish 
Examples 
©) A new tab appears with the 5P) monogamish-WordSpy E Word Spy (@wordspy) |Tv X PF 
page title. © | A Twf Inc. (US| ittps://twitter.coniardspy 
©) Click the tab to display the @ Home — Pnotications “ad Messages 
page. ra 


© You can also create a new tab 
by clicking New Tab (+). 


TWEETS FOLLOWING FOLLOWERS FAVORITES 


1,641 49 17.8K i 


Tweets Tweets & replies Photos & videos 


@wordspy FOLLOWS You § Word Spy @wordspy - Jun 26 
Word Spy is the word lover's guide to 25 monogamish adj. In a monogamous relationship, but w 
5 2 new words. agreement that allows occasional infidelities. wspy.ws/ 





CHAPTER 


Surfing the Web 








Navigate Tabs 1 
@ Click Scroll tab list backward (< ) a 3 
or Scroll tab list forward ( >) to SA aaa RE eat sa ces 
display the tab you want. 
A> Mapheads and Roadgeeks: The New PUSH TO 
Note: You see the tab scroll buttons Cartography START. 
only if Microsoft Edge does not have As maps go from paper to digital, a surprising number 
enough room to display all the tabs. of amateur cartographers have arisen 
© Click the tab. ae eree E E A 
@ The web page loaded in the tab When google launched its Maps Related Stories 
service in early 2005, it didn’t include 
a p pe ars. an application programming 


interface (API), but that didn’t stop 
Paul Rademacher from figuring out 
how to use Maps to display markers 
indicating available apartments in 
the San Francisco Bay Area. This was 


not only the first mashup 
Close a Tab P) mor | E Won | E wek | GB voi | E vho W Xag 2 GB teo | me Bec | Mme | Ow | D> + 
Position the mouse ([) over the athe ES -pai 
tab you want to close. WIKIPEDIA 
@ Click Close Tab (x). Ie Fe Eta Long ie 


4 853 000+ articles 1 172 000+ articulos 
Deutsch Pycckni 
Die freie Enzyklopädie y CeobodHanr 3HuuKnonedur 
1 806 000+ Artikel at 1213 000+ crateit 

AAS È Français 
7)-BASH Q“ S L'encyclopédie libre 
962 000+ 32= RL 1 614 000+ articles 

chy > C Italiano 
ERWARSS t L'enciclopedia libera 
814 000+ #65 1 193 000+ voci 
Polski Português 


Wolna encyklopedia A enciclopédia livre 
1 106 000+ haset 871 000+ artigos 








[Engrish ~] 

















Find Wikipedia in a language: 








TIP 


Are there any shortcuts I can use to open web pages in tabs? 
Here are some useful keyboard techniques: 


Press and hold and click a link to open the page in a tab. 
Press and hold ŒD) +677 and click a link to open the page in a tab and display the tab. 


Type an address and then press CD+G) to open the page in a new tab. 
Press œC 0+ E9 or CD +Er +E to cycle through the tabs. 

Press œ+ to close the current tab. 

Press (© 0+0 +E to close every tab but the current one. 
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Navigate Web Pages 





fter you have visited several pages, you can return to a page that you visited earlier. Instead of 
retyping the address or looking for the link, Microsoft Edge gives you some easier methods. 


When you navigate from page to page, you create a kind of “path” through the web. Microsoft Edge 
keeps track of this path by maintaining a list of the pages that you have visited. You can use that 
list to go back to a page. After you have gone back, you can also use that same list to go forward 
through the pages again. 


Navigate Web Pages 


Go Back fi Mapheads and Roadgeek: X | + 
T To go back one page click 1 = i) spectrum.ieee.org/consumer-electronics/portable-devices/mapheads-and-roadgeeks-the-new-« 
’ 
Back (<). Topics Reports Multimedia Magazine Resources 


Opinion | Gadgets | Portable Devices 


The page appears. 


Mapheads and Roadgeeks: The New 
Cartography 


As maps go from paper to digital, a surprising number 
of amateur cartographers have arisen 


By Paul McFedries 
Posted 29 Sep 2014 | 15:00 GMT 
Share | M Email E Print EJ] Reprint 


When google launched its Maps 
service in early 2005, it didn’t include 
an application programming 
interface (API), but that didn’t stop 


Go Forward @@ Articles by Paul A. McFedr X | + 


@) To go forward one page, click © -<@ ion 

Forward (>). a McFedries.com Books Articles Three MPH Footpaths Reads Search 
Note: If you are at the last page Managing iPhone Networks 
viewe d up to tha t poin t, Forwar d ( >) Understanding and using Wi-Fi and cellular network connections on your iPhone. 
> è Source: iPhone Portable Genius, Second Edition 
1s not active. Ciaoo Wiii 

Tags: devices, iPhone, networking 
The page appears. Published: November 13, 2014 


Mapheads and Roadgeeks: The New Cartography 


As maps go from paper to digital, a surprising number of amateur cartographers have arisen 


Source: JEEE Spectrum 

Category: Technically Speaking 
Tags: language, maps, neologisms 
Published: September 29, 2014 


Managing Files and Searching 
Getting the most out of file types and searching in Windows 8.1. 
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CHAPTER 


Find Text on a Page 





hen you are reading a page on the web, it is not unusual to be looking for specific information. In 

those situations, rather than read through the entire page to find the information you are looking 
for, you can search the web page text for the data. The Find on Page feature in Microsoft Edge lets you 
to do that by enabling you to search through the current page text for a specific word or phrase. 


Find Text on a Page 


D Click More (---). {$ walkies! x + 


` : < > &) | mcfedries.com/threemph/post.php?p=walkies-a-brief-history-of-dog x | 
@ Click Find on page. 


You can also press (@1))+{5). 


WALKING 


Walkies! 


A Brief History of Dog-Walking 





Two universes mosey down the stre 
Connected by love and a leash and nothing els pin to Start 
Mostly I look at lamplight through the leavi 
While he mooches along with tail up and sno, F12 Developer Tools 
t Open with Internet Explorer 
Getting a secret knowledge through the no. 


Almost entirely hidden from my sigh Send feedback 


—HOWARD NEMER¢ Settings 


history-of-dog- 
o an expert’s eyes, the footprints tell a simple story: a boy, walking 


perhaps eight years old, walking beside a large dog. The 
Share This: 
closeness of the two sets of tracks suggests they knew and p 
y in| 


were comfortable with each other. Switching to our inner eye, we can 


The Find on Page bar appears. 
©) Type the word or phrase that 


you want to locate. | 
2 McFedries.com Books Articles Three MPH Footpaths Reads Search 
© Microsoft Edge highlights the 
matching text on the page. WALEING 


Walkies! 


© You can click Next ( > ) to cycle ies His Qe DaE Walking 


forward through the matches. 
Filed under: 


walking 


Two universes mosey down the street 


© Yo U can C li ck Previ ous ( € ) to Connected by love and a leash and nothing else. 


Mostly I look at lamplight through the leaves ags: 
cycle backward through the 
y g While he mooches along with tail up and snout s, history 
matches. down, Posted on: 
Getting a secret knowledge through the nose October 31, 2014 
W h en yo u are do ne, c li C k Almost entirely hidden from my sight. Permalink- 
eg = http://mcfedries.com/threemph/post. 
i HOWARD NEMEROV p ph/p 
Close ( F , ) : p=walkies—a-brief- 





history-of-@og- 
r | T o an expert’s eyes, the footprints tell a simple story: a boy, walking 


erhaps eight years old, walking bes 
? ee e Share This- 





Navigate with the History List 





ack and Forward (< and > ) enable you to navigate pages only in the current browser session. 
To redisplay sites that you have visited in the past few days or weeks, you need to use the 
History list, which is a collection of the websites and pages you have visited over the past month. 


If you visit sensitive places such as an Internet banking site or your corporate site, you can increase 
security by clearing the History list so that other people cannot see where you have been. 





@ Click Hub (=). 
@ Click History (D). 


@ The History list appears. 


8 Click the day or week that you 
visited the site. 
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$ The Scourge of Wrong-- X | + 


< > ie | mcfedries.com/threemph/post.php?p=the-scourge-of-wrong-side-we x | =<) 


E) McFedries.com Books Articles Three MPH 
Nes 


STREET LIFE 


The Scourge of 
Walking 


Hey, walkers of Melbourne! You're not d 
left! 


In former times, moreover, his brothers, tl 
rtubbernecks, who ambled along so easily down tl 
sidewalks and stopped a moment everywhere, lei 

to the stream of humanity a gentleness ana 

tranquillity which it has lost. Now It is a torre: 
where you are rolled, buffeted, cast up, and swe, 
to one side and the othe 


—EDMOND JALOt 


ST The Scourge of Wrong-Sic X | + 


= C) | mcfedries.com/threemph/post.php?p=the-scourge-of-wrong-side-walking 


Ry ) McFedries.com Books Articles Three MPH 
A 


STREET LIFE 


The Scourge of W 
Walking 


Hey, walkers of Melbourne! You’re not d 
left! 


In former times, moreover, his brothers, tl 
rubbernecks, who ambled along so easily down tl 
sidewalks and stopped a moment everywhere, lei 

to the stream of humanity a gentleness ana 
tranquillity which it has lost. Now it is a torrei 
where you are rolled, buffeted, cast up, and swe, 
to one side and the othe 


—EDMOND JALOŲ 


x 


= 9 


FAVORITES 


w`’ 


vorites Bar 


sp) Word Spy 


4 


sh 
a 
sb 


a 


http://wordspy.com/ 


Ox| = 


So 4 


> HISTORY 


Last Hour <i) 


The Scourge of Wrong-Side Walking 


Clear all history 


x 


12:51 PM 


mcfedries.com/threemph/post.php?p=the- 


Walkies! 
mcfedries.com/threemph/post.php? 


Three MPH by Paul McFedries 
mcfedries.com/threemph 


Articles by Paul A. McFedries 
mcfedries.com/articles 


i Mapheads and Roadgeeks: The New 


spectrum.ieee.org/consumer-electronics/ 


iPadPG3E_Chapter13.pdf 
mcfedries.com/pdfs/web/viewer.html? 


Giddy Up! 
mcfedries.com/threemph/post.php? 


Out for a Stroll 


12:45 PM 


12:45 PM 


12:37 PM 


12:27 PM 


12:25 PM 


12:25 PM 


12:25 PM 


mcfedries.com/threemph/post.php?p=out- 
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A list of pages you visited BW The Scourge of Wrong sic x PE 
d url n g th at day O r week = > C) | mcfedries.com/threemph/post.php?p=the-scourge-of-wrong-side-walking 
appears. 2 McFedries.com Books Articles Three MPH xc 


O Click the page you want to Clear all history 


STREET LIFE 


— The Scourge of W- = . 
W a l ki n A a Ot weenie 12:25 PM 


Spring Has Sprung 12:25 PM 


Hey, walkers of Melbourne! You’re not d 3 reSesicach witnesnohincctelig? 


left! 
QB The Value of a Thick Head 12:25 PM 
mcfedries.com/threemph/post.php?p=the- 


In former times, moreover, his brothers, t} (4 The word-hoard: Robert Macfarlane on 12:24 PM 
. theguardian.com/books/2015/feb/27/ 

rubbernecks, who ambled along so easily down ti A 

sidewalks and stopped a moment everywhere, le; Ù Reading Suggestions by Paul McFedries LEEREN 
mcfedries.com/readings 
to the stream of humanity a gentleness ana 
o. g 7 24 Paul McFedries 12:22 PM 
tranquillity which it has lost. Now it is a torre: mcfedries.com 


where you are rolled, buffeted, cast up, e ane weather = Bing 
to one side and E bing.com/search?q=indianapolis 


© The page appears. BM indianapolis wearer- e X J 


< -> O | an] bing.com/search?q=indianapolis%20weather&form=EDGEAR&q 





B l> bing _ indianapolis weather 


Web Images Videos Maps News Explore Francais 


14,200,000 RESULTS Narrow by language v Narrow by region + 
A à . Ads © 
Indianapolis, United States 
15 July, 4:00 PM Indianapolis Weather 
Indianapolis. TripAdvisor.ca 


Research Indianapolis Hotels a 


sie o 
- € Partly sunny Indianapolis Attractions! 
F Wind 7 KMPH - Feels like 29° - Humidity 58% 


Weather Forecasts & In 


Local.com/Local Weather In 
Wed 15 Thu 16 Fri 17 Sun 19 Mon 20 Tue 21 Check Out Local.com/Local Wez 


zB A 5 Find Weather In Your Area! 


See your ad here » 
32° $ : 29° 28° 


24° ; 23° 21° 20° Related searches 
Indianapolis Map 
27° Indianapolis News 





How do I clear my History list? How do I clear individual pages from my History list? 
Follow steps 1 and 2 to display the History list Follow steps 1 and 2 to display the History list. Move 
and then click Clear all history to open the Clear | the mouse (ly) over the page you want to clear and 


Browsing Data pane. Click Browsing history then click Remove (><). If you want clear the history 
(LI changes to |¥/). Click the other check boxes | for an entire day, move the mouse (È) over the day and 
(I¥] changes to [_]). Click Clear. then click Remove (X). 
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Change Your Startup Page 





our startup page is the screen, web page, or collection of tabs that appears when you first start 

Microsoft Edge. The default startup page is the New Tab page, which displays a list of common 
sites and some suggested content. However, you can configure Microsoft Edge to open a specific web 
page or a collection of tabs as the startup page. 





Change Your Startup Page 


D Click More (---). P word Spy x 


. ô & = O wordspy.com 7 one 1 
@ Click Settings. Bei 


New window 


WORD SPY 
O R D New InPrivate window 


By Alpha 
THE WORD LOVER’S GU zoom 





3 y I rs | g 





By Date Find on page 


The Latest Word 


Random Word A š A Print 
N distraction addict 


Top 100 n. A person whose attention is easily and constal_ pin to Start 


There is definitely a correlation between my di 

Blog F12 Developer Tools 
se levels. And | do more than ever to keep the latt 

acupuncture, exec coaching — oh, and lots of v Open with Internet Explorer 


| haven’t yet tried is a digital detox. But the trut 


P a l Send feedback 
distraction. I’m a distraction addict and digita 
—Amanda Davie, “Is our digital beha Settings 
JS f 1s our digital beha (Fme ` 


13, 2015 


Full Search 


The Settings pane appears. IP) Word Spy 


< => © | wordspy.com 


© Click A specific page or pages 


(© changes to @). WORD SPY W 
By Alpha O R [D Choose a theme 
THE WORD LOVER’S Gu — 


Show the favorites bar 


The Latest Word @ on 


By Tag 
By Date 


Random Word distraction addict Import favorites from another browser 


a n. A person whose attention is easily and constal . 
Top 100 Open with 
There is definitely a correlation between my di C) Start page 
Blog levels. And I do more than ever to keep the latt 
, O New tab page 
acupuncture, exec coaching — oh, and lots of v 


Full Search . 
| haven’t yet tried is a digital detox. Butthe trui O Previous pages 


distraction. I’m a distraction addict > A specific page or pages 
—Amanda Davie, “Is our digital behaviour caus 
EE ee 
13, 2015 


Posted: July 9, 2015 (See the full ent Open new tabs with 
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@ Click and then click Custom. 
E Type the web page address. 


@ Click Add (H). 


@ Microsoft Edge adds the web 
page to the list. 


ED Repeat steps 5 and 6 to add 
more web pages, as needed. 


Microsoft Edge displays these 
pages the next time you start 
the app. 


Can I get Microsoft Edge to load a tab 
without displaying a startup page? 
Yes. Follow steps 1 and 2 to open the 


Settings pane. Click the Open new 
tabs with and then click A blank 


page. 
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SETTINGS 


WORD SPY W O R D Choose a theme 


By Alpha 
| 
sat THE WORD Lover’s Gu — 
Show the favorites bar 


By Date The Latest Word “ 


Random Word distraction addict Import favorites from another browser 


wae ae n. A person whose attention is easily and constai . 
Top 100 Open with 
There is definitely a correlation between my di, ©) Start page 
Blog levels. And | do more than ever to keep the latt 
O New tab page 
a acupuncture, exec coaching — oh, and lots of v 
ull Searcn 
| haven’t yet tried is a digital detox. But the trut O Previous pages 


distraction. I’m a distraction addict and digita @) A specific page or pages 
—Amanda Davie, “Is our digital behaviour caus 
TT ease dial bahaut cnis 


13, 2015 


Posted: July 9, 2015 (See the full entry) 5 + 


Other Recent Words Open new tabs with 


SETTINGS 


WORD SPY WẸ O R D Choose a theme 


By Alpha 
| 
agit THE WORD Lover’s Gu — 
| Show the favorites bar 


By Date The Latest Word ” 


Random Word distraction addict Import favorites from another browser 


MEEA n. A person whose attention is easily and constal . 
Top 100 Open with 


There is definitely a correlation between my di, ©) Start page 
Blog levels. And | do more than ever to keep the latt 
O New tab page 
acupuncture, exec coaching — oh, and lots of v 
| haven’t yet tried is a digital detox. But the trui O Previous pages 


distraction. lm a distraction addict and digita @ A specific page or pages 
= OE —Amanda Davie, “Is our digital behaviour caus 
D 13,2015 


Posted: July 9, 2015 (See the full en G rormoraspycom x 


Ent b add 
Other Recent Words + 


Full Search 


How can I get Microsoft Edge to open with the pages I was 
using when I last closed it? 

Follow steps 1 and 2 to open the Settings pane. In the Open 
With section, click Previous pages (© changes to ‘@#)). The next 
time you start Microsoft Edge, it will redisplay the pages you had 
open in tabs the last time. 
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Save Favorite Web Pages 





f you have web pages that you visit frequently, you can save yourself time by saving those pages as 
favorites within Microsoft Edge. This enables you to display the pages with just a couple of clicks. 


You save favorite pages in Microsoft Edge by adding them to a special section of the app called the 
Favorites list. Instead of typing an address or searching for one of these pages, you can display the 


web page by clicking it in the Favorites list. 





Save Favorite Web Pages 


Save a Favorite Web Page E wiey: Home x 


© Display the web page you want <p oe | wley.com/WileyCDA/Secton/ndex = 


DESS 2 2 O 





to save as a favorite. 


@ United States Change 


A 
ContactUs Help My Acco 


WILEY Home | Subjects | About Wiley 


© Click Add to favorites (zx). 


Wiley Enhances Careers 





Resources & Events 
Browse Subjects 


Pushing Technology's Boundaries 


AN p 
Accounting A m d i je 
Agriculture Authors Librarians Booksellers Instructors Students 


Arts & Architecture 


Business & Management 


The Add to Favorites dialog box E Wiley: Home 


appears. <- > O | wiley.com/wileyCDA/Section/index.htm! 


ux | 


GY 


Societies 


About Wiley: Locations | Careers | Rights &Permissions | Investor Relations | PressRoom | See 





Note: You can also display the 
Add to Favorites dialog box by 


pressing (€2)+(@). 


© Edit the page name, as 
necessary. 


© Click Add. 


Improving Student Outcomes 


Resources & Events 
Browse Subjects 


AN n 
Accounting 2a m 
Agriculture Authors Librarians Booksellers Instructors Students 


Arts & Architecture 


Business & Management 
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i Reading li 
WI | EY Home Subjects About Wiley moie ahr 


Name 


[wiertond 


Wiley Empowers Teaching and Leai 


Create in 


PushingTechnology'se Create new folder 





QO cos 








Societies 


Conf 


Authc 





About Wiley: Locations Careers | Rights &Permissions | Investor Relations | PressRoom | See 
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Surfing the Web 


Display a Favorite Web Page E wiley: Home x & 
© Click Hub (=). E&E > O | wiley.com/WileyCDA/Section/index.html 
; 2 x 
2 Click Favorites (5). WI LEY eel io ie) FAVORITES 
The Favorites list appears. py Favorites sar 
© Click the web page you want Wiley Enables Discovery Nena a < 


to display. 


wiley Home 
http://www.wiley.com/WileyCDA/Section/index.html 


Pushing Technology's Bour 


Resources & Events 


Browse Subjects 


Accounting 
Agriculture 
Arts & Architecture 


Business & Management 


C The web page appears. nace xB 
© If you use your Favorites list a © > O _| worcspycom 
lot, you can make it easier to WORD SPY 


display the pages by keeping 
the Hub visible. Click Hub (=) 


By Alpha 


THE 
and then click Pin the Hub 
(=). Microsoft Edge pins the By Date 
Hub to the right side of the RAMOM ONA 


Authors Librarians Booksellers 


About Wiley: Locations | Careers | Right 


© WORD SPY 


WORD LOVER'S GUIDE TO NEW WORDS 


The Latest Word 


distraction addict 


win dow. SES n. A person whose attention is easily and constantly drawn away from the task at hand. 


There is definitely a correlation between my digital activity and my stress and anxiety 


levels. And | do more than ever to keep the latter in check: massages, reflexology, yoga, 


Full Search 


acupuncture, exec coaching — oh, and lots of wine and off-loading to friends. One thing 


| haven’t yet tried is a digital detox. But the truth is: | am addicted. I find myself craving 


distraction. I’m a distraction addict and digital is my drug. 


—Amanda Davie, “Is our digital behaviour causing bad behaviour?,” The Drum, March 


8 By 


TIPS 


Is there an easy way to organize my favorites? 


Yes, you can create Hub folders for storing related favorites. 


For example, you could create a folder for work, another for 


each of your hobbies, and so on. Follow steps 1 to 3 and 
then click Create a folder. Type a name for the folder and 
then click Add to save the favorite in that folder. 





How do I delete a favorite? 

If the site is on the Favorites bar, right-click 
the favorite and then click Remove. For all 
other favorites, click Hub (=), click 
Favorites (3z), right-click the favorite you 
want to delete, and then click Remove. 
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ou can use Microsoft Edge’s Favorites bar to provide easy one-click access to those websites that 
you visit most often. 


One of Microsoft Edge’s most useful features is the Favorites bar, which appears below the address 
box. The Favorites bar is fully customizable, which means you can populate the Favorites bar with 
new buttons associated with the sites you visit most often. This section shows you how to display 
and populate the Favorites bar and takes you through a few Favorites bar customizations. 

















Display the Favorites Bar + 
© Click More (---). 7 O tran a ae 1 
as bach New window 
@) Cli ck Setti n gs b We are updating our Terms of Use and Privacy Statement. Leam More ; 
New InPrivate window 





Zoom 


rar. i Find on page 
na "dE l Print 





4 © Pin to Start 


in ag i. a -= 





The Settings pane appears. 


© Click the Show the 
favorites bar switch to On. 


oO 
€E > O | bing.com x | = O 
Add to the favorites bar by selecting x, or by importing your favorites. 


SETTINGS A 


We are updating our Terms of Use and Privacy Statement. Leam More 





Microsoft Edge displays the 


Choose a theme 


Favorites bar. ft aia 
Click outside the Settings , : 4 of j -_ ee eee bar 
pane to close it q = 

3 Open with 






Be O New tab page 
"pm t is 
IERE à} © Previous pages 
BR 
i E ©) A specific page or pages 


eb Custom v 
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Tau’. tC m ma L? = ga 
JIOorites Bal 
iili WU 


D Navigate to the page that 
contains the link you want to 
add to the Favorites bar. 


@ Click Add to favorites (5). 


The Add to Favorites dialog box 


appears. 


E Edit the page name, as 
necessary. 


Click the Create in ** and then 


click Favorites Bar. 
@ Click Add. 


Microsoft Edge adds the web 
page to the Favorites bar. 


Can I move or delete Favorites bar 


buttons? 


Yes. To move a button, click and drag 
the button left or right and then drop 
it in the new position. To delete a 
button, right-click it and then click 


Remove. 


Windows Blog x i x 


< > © windows.com =n 


Add to the favorites bar by selecting +x, or by importing your favorites. 


= o 
H-z o 


se Windows ARS f Y Q Search ... 


JULY 13, 2015 / Blogging Windows 
Windows 10 Launch: Celebrating with our 
#UpgradeYourWorld 





Windows Blog xX ie oO 
— ee | | windows.com xx = |l A 


Windows Blog 


EE Windows 





Name 


Create in 








JULY 13, 2015 / Blogging Windows 
Windows 10 Launch: Celebrating with our Fa 
#UpgradeYourWorld 


Cancel 





How do I change the name of a button? 

By default, Microsoft Edge uses the page title as the name of the 
Favorites bar button. If you do not like the default name, or if 
you would prefer something shorter or more descriptive, click 
Hub (=), click Favorites (5%), and then click Favorites Bar. 
Right-click the button you want to edit, click Rename, type the 
new name, and then press (=) ""). 
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Create Web Notes 


he Web Notes feature enables you to mark up a web page by annotating and highlighting page 
elements, adding your own text notes, and clipping part of the page. 





When you read a paper document, you might often mark up the page with proofreading symbols, 
highlight passages, and add your own notes in the margins. Microsoft Edge offers Web Notes, which 
give you the same capabilities when you are reading a web page. These annotations are stored in 
Microsoft Edge, where you can view them or copy them to other apps. 





Create Web Notes 


Display the Web Note Tools & Footpath Lexicon - abbey road | E New tab 3P) link rot - Word Spy x + yes 

1) Navigate to the page you = TESEO Sells lio : 
want to annotate. WORD SPY 

@ Click Make a Web Note ((7). shat link rot 





By Tag n. The gradual obsolescence of the links on a web page as the sites the 


ee point to become unavailable. 
py Vate 


Random Word Examples 
l 1997 
Lapam Stopping “link rot,” the process by which links to other Web sites slowly go bad, is one of the chief jol 


each Webmaster. 
—“Globe Online 2.0,” The Boston Globe, June 5, 1997 


Blog 


Full Search 


1997 
The Web has also presented us with a whole new concept of what “out of print” means. Web pages ar 
i: notorious for suffering from “link rot.” A reference that was cited yesterday may be moved or disappé 
entirely tomorrow without notice, making maintenance of these resources another headache. 
—Carolyn Kotlas, “Observations of a “Webliographer,” /nformation Outlook, February 1, 1997 





© Microsoft Edge displays the eo 





Web Note tools. A @VVeo ke 
Annotate a Web Page wap ic l 
@ Click the annotation tool By Alpha link rot 


you want to use: By Tag n. The gradual obsolescence of the links on a web page as the sites the 
eit point to become unavailable. 


| | | 7? 
© Click Pen (W) to draw lines 7 P +) iN j newer. 
Random Word e y es fing l 


or handwrite text. 


Top 100 


Stopping “link rot,” the process by which links to other Web sites slowly go bad, is one of the chief ja 


@ Click Highlighter (=) to 


Blog each Webmaster. 
h i g h lig ht pa ge e le me nts . —“Globe Online 2.0,” The Boston Globe, June 5, 1997 
Full Search 
@ | 1997 
i : i oe d d rag An th j page The Web has also presented us with a whole new concept of what “out of print” means. Web pages al 


to create th e ann otati on. ls. notorious for suffering from “link rot.” A reference that was cited yesterday may be moved or disapp 
entirely tomorrow without notice, making maintenance of these resources another headache. 


—Carolyn Kotlas, “Observations of a “Webliographer, alg" Outlook, February 1, 1997 
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Add a Typed Note 


@ Click Add a typed note (Œ). 


@ Click the web page where you 
want the note to appear. 


G) Type your note. 
O Click outside the text box. 


@ You can click the typed note 
number to redisplay the text. 


Save Your Web Notes 

@ Click Save Web Note (H). 
27 Edit the note name, as needed. 
E Select a location. 

© Click Add. 


Microsoft Edge saves your web 
note to the Quick Notes section 
of the OneNote app. 


© Click Exit. 


CHAPTER 


Surfing the Web 


“& Footpath Lexicon - abbey road | B New tab link rot - Word Spy 


¢ VY P 
WORD SPY 
By Alpha 

By Tag 

By Date 
Random Word 
Top 100 

Blog 


Full Search 


ff 8. 





ocation or die 
tpath Lexicon - abbey road | Ei New tab link rot - Word Spy 


v oe 


Sasol fin gthing nev 


 Bi-e 


Home — Alpha — L — link rot # linguistic profiling - lion food 





link rot 


n. The gradual obsolescence of the links on a web page as the sites they 
point to become unavailable. 


2 
. Wer, 
xamples Anything fie 


Stopping “link rot,” the process by which links to other Web sites slowly go bad, is one of the chief jobs o 
each Webmaster. 
—“Globe Online 2.0,” The Boston Globe, June 5, 1997 


1997 
The Web has also presented us with a whole new concept of what “out of print” means. Web pages are 
notorious for suffering from “link rot.” A reference tha ited yesterday may be moved or disappear 

entirely tomorrow without notice, making maintenanc ese resources another headache. 
—Carolyn Kotlas, “Observations of “(Po rmation Outlook, February 1, 1997 

1996 (earliest) O a ana er ada 

Link Rot 

The process by which links on a Web page become obsol 








D gi Qs | on 5 


Home — Alpha — L — link rot 


link rot 


n. The gradual obsolescence of the links on a web 
point to become unavailable. 


Create new folder 
Stopping “link rot,” the process by which links to other Web sites slow 


each Webmaster. 


—“Globe Online 2.0,” The Boston Globe, June 5, 1997 
Cancel 


1997 
The Web has also presented us with a whole new concept of what “out of print” means. Web pages are 
notorious for suffering from “link rot.” A reference that was cited yesterday may be moved or disappear 
entirely tomorrow without notice, making maintenance of these resources another headache. 
—Carolyn Kotlas, “Observations of a “Webliographer,” Information Outlook, February 1, 1997 


KA Great word! Do you have this one in 


1996 (earliest) the Word Spy database? 


Link Rot 


The process by which links on a Web page become obsol 





How do I display a saved Web Note? 
Microsoft Edge stores your saved Web 
Notes as favorites, so to display a 


What is a web page clip? 

A clip is a rectangular section of the web page that you can copy 
and then paste to another program, such as OneNote or Paint. To 
copy a clip, display the Web Note tools and then click Clip (=#). 

Click and drag a rectangle over the area you want to save. When 

you release, Edge automatically copies the area. 


saved Web Note, click Hub (=), click 
Favorites (3%), and then click the 
Saved note. 
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Search for Sites 





f you need information on a specific topic, Microsoft Edge has a built-in feature that enables you 

to quickly search the web for sites that have the information you require. The web has a number 
of sites called search engines that enable you to find what you are looking for. By default, Microsoft 
Edge uses the Bing search site. You use the Microsoft Edge address bar to enter a word or phrase that 
is representative of the information that you seek. Microsoft Edge passes the word or phrase to Bing, 
which then looks for pages that match your text. 


Search for Sites 


o Click inside the address bar. 





Microsoft Edge selects the 
current address. 


© Type a word, phrase, or question 
that represents the information 
you want to find. 


E Press (2033. 
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$ Walking through doorway X | + 


& = C) | mcfedries.com/threemph/post.php?p=walking-through-doorways-causes-fc 


a McFedries.com Books Articles Three MPH Footpaths Reads Search 
b 


PAPERS 


Walking through doorways 


causes forgetting 


Yes, you read that right 


Objects and words also have hollow places in 
which a past sleeps, as in the everyday acts of 
walking, eating, going to bed, in which ancient 
revolutions slumber. A memory is only a Prince 
Charming who stays just long enough to awaken 
the Sleeping Beauties of our wordless stories. 


—MICHEL DE CERTEAU 


cientists who study walking are most often concerned with 


gait analysis, posture, balance, robotic walking, and urban 


4% Walking through doorway X | + 


E O o ml 


| 2 new words 
Sites 


D) https://www.bing.com/search?q=new%20words&for... 
PAPERS 


Search suggestions 
W new words added to dictionary 2015 


Ø new words with friends 
C a J new words in the dictionary 2015 
Yes, \ © new words 2015 

new words in english 

po) 


new words with friends cheat 


walking, eating, going to bed, in which ancient 


revolutions slumber. A memory is only a Prince 
Charming who stays just long enough to awaken 


the Sleeping Beauties of our wordless stories. 


—MICHEL DE CERTEAU 


cientists who study walking are most often concerned with 


gait analysis, posture, balance, robotic walking, and urban 


Filed under- 

papers 

Tags: 

psychology, walking 

Posted on- 

June 8, 2015 

Permalink- 
http://mcfedries.com/threemph/post. 
p=walking-through- 


doorways-causes- 


Bing search 


Search 


new words - Bing 


Tags: 

psychology, walking 
Posted on- 

June 8, 2015 


Permalink- 
http://mcfedries.com/threemph/post. 
p=walking-through- 
doorways-causes- 


forgetting 
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© A list of pages that match your WB rewwords-8ng x 
search text appears. < © ĝ https://www.bing.com/search?q=new%20words&form=EDGEAR&qs= 


© Click a web page. > bing | new words 


Web Images Videos Maps News Explore Francais Pa 


33,300,000 RESULTS Narrow by language v Narrow by region v 


Qe New Words - Merriam-Webster Online Ads 


www.merriam-webster.com/info/new_words.htm v Buy Microsoft Word 201 
Get the Word of the Day direct to your inbox — subscribe today! www.MicrosoftStore.com/Word 


Merriam Webster's Dictionary - Merriam-Webster Online - Manga - The Open Dictionary Get New Version. Start Using To 
Download from Official Site. | 

New words | About Words - Cambridge Dictionaries Online blo 

dictionaryblog.cambridge.org/category/new-words v How To Patent A New V 


Posts about New words written by Cambridge Words Ask.com/How To Patent A New 
How To Patent A New Word. Joi 


Million Visitors on Ask.com! 
Word Spy E) See your ad here » 


wordspy.com 
Explains new words and phrases with new entries added regularly, plus archives of 
previous entries. Related searches 


Today's Word 
Related searches for new words New Words 2015 
Today's Word New Words Added to 2013 New Word of the Day 
New Words 2015 New Words in Dictionary 2014 E R 
New Words in Dictionary 2014 
New Word of the Day New Words in the Dictionary New Words in the Dictionary 


The page appears. 59) Word Spy x 
€ > O | wordspy.com 


& Windows Blog 


WORD SPY WORD SPY 


By Alpha 


Nee THE WORD LOVER’S GUIDE TO NEW WORDS 


By Date 
The Latest Word 
tando 1 Worc . . . 

Random Word distraction addict 


Top 100 n. A person whose attention is easily and constantly drawn away from the task at hand. 


There is definitely a correlation between my digital activity and my stress and anxiety 


Blog levels. And | do more than ever to keep the latter in check: massages, reflexology, yoga, 


ae acupuncture, exec coaching — oh, and lots of wine and off-loading to friends. One thing 
ull Search 
| haven’t yet tried is a digital detox. But the truth is: | am addicted. I find myself craving 


distraction. I’m a distraction addict and digital is my drug. 


—Amanda Davie, “Is our digital behaviour causing bad behaviour?,” The Drum, March 
=e if 13, 2015 





Posted: July 9, 2015 (See the full entry) 


How can I get better search results? 
Simple, one-word searches often return tens of thousands of hits, or matching sites. To improve your 
searching, type multiple search terms that define what you are looking for. To search for an exact phrase, 


enclose the words in quotation marks. If you want to find a page that includes one term or another, 
separate the two terms with the word OR (in capitals). If you want the results to exclude pages that 
contain a particular term, precede that term with a minus sign (-). 
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Download a File 





any websites make files available for you to use on your computer, so you need to know how to save 

them to your PC, a process known as downloading. After you have downloaded a file, you can open 
it on your computer as long as you have an app that can work with the type of file you downloaded. For 
example, if the file is an Excel workbook, you need either Excel or a compatible program. You can either 
open the downloaded file right away, or open it later by displaying your downloaded files. 


Download a File 


Download and Open a File 


@ Navigate to the page that © 
contains the link to the file. 





@ Click the link to the file. 


A> 


$F Excel Data Analysis 


xX + 


D, | mcfedries.com/books/book.php?title=excel-data-analysis 


ke McFedries.com Books Articles Three MPH Footpaths Reads 
K 


Excel Data Analysis 


Excel 
Data Analysis 


E About 


D make predictions about a specific collection of 


information. A sales manager might use data analysis to study 


TOC E Sample # Index W Buy It 


ata analysis is the application of tools and techniques 
to organize, study, reach conclusions, and sometimes 


the sales history of a product, determine the overall trend, and 
produce a forecast of future sales. A scientist might use data 
analysis to study experimental findings and determine the 
statistical significance of the results. A family might use data 


i McFedries.com Books Articles Three MPH 
Ne 


ata analysis is the application of tools and techniques 
to organize, study, reach conclusions, and sometimes 


D 


information. A sales manager might use data analysis to study 


make predictions about a specific collection of 


the sales history of a product, determine the overall trend, and 
produce a forecast of future sales. A scientist might use data 
analysis to study experimental findings and determine the 
statistical significance of the results. A family might use data 
analysis to find the maximum mortgage they can afford or how 
much they must put aside each month to finance their 
retirement or the kids’ education. 


Excel offers an excellent and complete set of data analysis tools, 
but you need to know both how and whento use them. That's 
the idea behind my new book Excel Data Analysis: Your visual 
blueprint for analyzing data, charts, and PivotTables. It's the 
4th edition of the book, but it's actually a brand new book that I 


wrote from scratch to highlight Excel's powerful and useful data 


analysis capabilities. 


Please use the tabs above to learn more about the book. 


imre rm 3 


http://mcfedries.com/zips/ExcelDataAnalysis_Examples.zip 
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Footpaths 


Search 


Everything useful there is to know about 
using Excel to analyze data. 


1 Related 


Book Info: 

Wiley Publishing 

336 pages 

USS29.99 

Pub. Date: July 29, 2013 


Category: 
productivity 





Tags: 


Reads Search 


Book Info: 

Wiley Publishing 

336 pages 

USS29.99 

Pub. Date: July 29, 2013 
Category: 

productivity 

Tags: 

analysis, Excel, intermediate, 
Office, Office 2010, Office 2013, 
spreadsheets 

Permalink- 
http://mcfedries.com/books/book.php? 


title=excel-data-analysis 


Share This- 


wit e fin 


Example Files: 


it E) 








Microsoft Edge downloads the 
file to your PC and displays the 
Information bar. 


© Click Open. 


©) If you do not want to work with 
the file right away, you can 
click Close (=), instead. 


View Your Downloaded Files 
@ Click Hub (=). 
@ Click Downloads (4). 


Note: If you have just downloaded 
a file, you can also click View 
downloads in the Information bar. 


Microsoft Edge displays the 
Downloads list. 


Is it safe to download files from the web? 


O 
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Surfing the Web 


ata analysis is the application of tools and techniques 
D to organize, study, reach conclusions, and sometimes 

make predictions about a specific collection of 
information. A sales manager might use data analysis to study 
the sales history of a product, determine the overall trend, and 
produce a forecast of future sales. A scientist might use data 
analysis to study experimental findings and determine the 
statistical significance of the results. A family might use data 
analysis to find the maximum mortgage they can afford or how 
much they must put aside each month to finance their 
retirement or the kids’ education. 


Excel offers an excellent and complete set of data analysis tools, 
but you need to know both how and whento use them. That's 
the idea behind my new book £xce/ Data Analysis: Your visual 
blueprint for analyzing data, charts, and PivotTables. It's the 
4th edition of the book, but it's actually a brand new book that I 
wrote from scratch to highlight Excel's powerful and useful data 
analysis capabilities. 


Please use the tabs above to learn more about the book. 


ExcelDataAnalysis_Examples.zip 


© Paul M¢ finished downloading. 


xX ie 


ĝ 


https://www.google.ca/?gfe_rd=cr&ei=48KRVcIAI4TZswS6u4GABA&gws_rd=ssl 


Google 


Canada 


Google Search I'm Feeling Lucky 


Google.ca offered in: Francais 


Ke ) McFedries.com Books Articles Three MPH Footpaths Reads Search 
le 


Book Info- 

Wiley Publishing 

336 pages 

USS29.99 

Pub. Date: July 29, 2013 
Category: 

productivity 

Tags: 

analysis, Excel, intermediate, 
Office, Office 2010, Office 2013, 
spreadsheets 

Permalink- 
http://mcfedries.com/books/book. php? 


title=excel-data-analysis 


Share This: 


E E E fin) 


Example Files: 


Ox | 


* D J ~<&) 
DOWNLOADS Open folder 
Past Downloads Clear all 


ExcelDataAnalysis_Examples.zip 
mcefedries.com 


x 





Yes, as long as you only download files from sites you trust. If you ever notice that Microsoft Edge is 
attempting to download a file without your permission, cancel the download immediately because it is 
likely that the file contains a virus or other malware. 


If you do not completely trust a file that you have downloaded, use an antivirus program, such as Microsoft 
Security Essentials (http://windows.microsoft.com/en-us/windows/security-essentials-download), Avast! 
Antivirus (www.avast.com), or AVG Internet Security (http://free.avg.com) to scan the file before you open it. 
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Search [ii] Discard > Send 





Inbox Flagged v i Attach TA Table laa) Pictures ©) Link 


mailinglist@wordspy.com; -c & Bc 
Word of the Day 


mani-pedi curious 


adjective, Curious about or open to exploring the spa treatment that consists of both a 
manicure and a pedicure. 


| spotted this one on a local sandwich board: 

















We didn't find anything to show here Open a 
T « Paul > Pictures > Words vč Search Words P 
Organize v New folder E i @ 
ScreenShots ^ 
Screen Shots 
Words 
@ OneDrive 
— mani-pedi-curio 
Œ This PC us 
= v 
File name: | mani-pedi-curious v| All files v 


Insert |v] (Cancel 


g © 
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Save a Draft of a Message. ........2.2+.24+2-24-2 e80 
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Reply to a Message. ........ eee rh ge te nes ee . 84 
Forward a Message. . ... 2... 2 eee ee ee ee o © 86 
Open and Save an Attachment .............. 88 
Delete a Message. .. 2... 2.2. 2 ee eee eevee . 90 
Create a Folder for Saving Messages. .........-.-.92 


Configure Mail Options. ..............2+-4..94 


Configure an Email Account 





efore you can send an email message, you must add your email account to the Mail application. 
This also enables you to use Mail to retrieve the messages that others have sent to your account. 


You use Mail to set up web-based email accounts with services such as Hotmail and Gmail. Note, 
however, that if you are already signing in to Windows using a Microsoft account, then Windows 
automatically adds that account to the Mail app — so you need to follow the steps in this section 
only if you want to add another account to Mail. 


Configure an Email Account 


1) On the Start menu, click Mail 
(not shown). 


Mail opens. 


Note: If you are starting Mail for 

the first time and the app prompts 
you to add an account, skip to We didn't find anything to show here. 
step 4. 


@ Click Settings (<=). 





The Settings pane appears. 
©) Click Accounts. Settings 


Accounts = 
Background Picture 
Reading 


Options 


Help 


Trust Center 


Feedback 


About 
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The Accounts pane appears. 
© Click Add account. 


The Choose an Account menu 
appears. 


©) Click the type of account 
that you want to add. 


Mail asks for your account 
email address and password. 


© Type your email address. 
CÀ Type your email password. 
@ Click Sign in. 


Mail adds your email account 
to the Accounts pane. 
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< Accounts 


Select an account to edit settings. 
Choose an account 


gz Outlook.com 


Outlook.com, Live.com, Hotmail, MSN mM Outlook 


paulmcfedries@hotmail.com 
Ga Exchange 
Exchange, Office 365 


M Google 


+ Add account- 


[0] Yahoo! Mail 


Da cou- 


M Other account 
POP, IMAP 


x 
iCloud 
Email address 


Password 


Er GD 


We'll save this information, so you don't have to sign in every 
time. 


Cancel 


How do I add my Exchange account to Mail? 
You will need to obtain from your Exchange administrator or provider the account’s server address, domain 


name, and username — and you will need to know your account’s email address and password, of course. In 
many cases, you can follow steps 1 to 4. Click Exchange and follow steps 6 to 8. If Mail cannot find your 
settings, enter your Exchange domain name and click Sign in. If Mail still cannot locate your account, click 
Advanced, enter the server address, and then click Sign in. 
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Send an Email Message 





f you know the email address of a person or organization, you can send an email message to that 
address. Each address uniquely identifies the location of an Internet mailbox. An address takes 
the form username@domain, where username is the name of the person’s account, and domain is the 

Internet name of the company that provides the person’s email account. 


When you send an email message, it travels through your email provider's outgoing mail server. This 
server routes the message to the recipient’s incoming mail server, which then stores the message in 
the recipient's mailbox. 


Send an Email Message 





@ In Mail, click New mail (+). 


Search 


1 Inbox Ally 


We didn't find anything to show here. 


A message window appears. 


O Type the email address of the 
recipient. 


A To send a copy of the message PPO 
to another person, click Cc & To: Iwhillans@cityarchives.com; | = 


Bcc, and then type that person’s Subject 
email address in the Cc field. 


Insert Options 


Sent from Mail for Windows 10 
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E Type a subject for the message. 


Format Insert Options I Discard > send 


B J U 


To: Iwhillans@cityarchives.com; Cc & Bcc 


Looking for photos of Galt Street ~<€) 


Sent from Mail for Windows 10 


O Type the message. 


Note: See the next section, “Format : Format Insert Options Ü Discard > send 
the Message Text,” to learn how to B I U Heading 1 
apply formatting to your message. 


E Click Send n To: Iwhillans@cityarchives.com; Cc & Bec 


Mail sends your message. Looking for photos of Galt Street 


Dear Linda, 

I am writing a book on the history of Galt Street, which will include many photos of the street, 
both modern and historical. | was hoping you can help. Do you have any old photos of the 
street in your archive, especially individual houses and businesses? If so, | would be most 
appreciative if you would allow me to use them in my book. 


Thank you for your time. 


Best regards, 
Paul McFedries 


Sent from Mail for Windows 10 





Can I send my message to several people? | Can I send a copy to someone but not let the other 
Yes. Besides adding a single address to each | recipients see that person’s address? 

of the To and Cc lines, you can also add Yes, this is known as a blind carbon copy (Bcc, sometimes 
multiple email addresses to both To and Cc. | also called a blind courtesy copy). To include a blind 


After each address is complete, press (=.=) | carbon copy with your message, click Cc & Bcc to add the 
to begin a new line and then type the next Bcc field and then use that field to type the person’s 
address. address. 





Format the Message Text 





ou can add visual interest and make your message easier to read by formatting your message text. 

A plain email message is quick to compose, but it is often worth the extra time to add formatting 
to your text. For example, you can add bold or italic formatting to highlight a word or phrase. Mail 
supports a wide range of formatting options, including font colors, highlights, emoticons, bulleted 
lists, and numbered lists. All these formatting options have their place, but be careful not to overdo 
it, or you may make your message harder to read. 





Format the Message Text 


Format the Message Font 
a Select the text that you want to 
format. 


D Click the font formatting that 
you want to apply, such as 
Bold (B), Italic (7 ), or 
Underline (U). 


A For more font options, click w. 


Mail applies the font formatting 
to the text. 


Format a Message Paragraph 


1) Select the paragraph that you 
want to format. 


© Click Paragraph (=). 


E Click the paragraph formatting 
that you want to apply, such as 
Bullets, Numbering, Indents, or 
Alignment. 


Mail applies the paragraph 
formatting to the text. 
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Format Insert 


Options I Discard > send 


2 oe U -9 Heading 1 


Font 


To: mailinglist@w | Calibri Cc & Bcc 


Word of the Day abe 


Xz 


mani-pedi curious aly Highlight 


moo 


Oee Curious at ‘reatment that consists of both a 
manicure and a pedi A Font Color > 


| spotted this one or 


To: maiingiste Ee 


Word of the Day 


mani-pedi curious 


adjective, Curious al 
manicure and a ped 


| spotted this one on a local 





Po Clear Formatting 





Options I Discard >> send 


=q <Q: 1 


Paragraph im 
_— Bullets 
= Numbering 


2= 


2= Special Indent 


v 


Add Space Before Paragraph 


T Add Space After Paragraph 
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Apply a Style 
@ Select the text that you want to venus TEESE Heading 1 
format. Styles 


E Click the Styles w. Gaui | 


@ Click a sty le. Oa aan voisi 3 | 


adjective, Curious 


Mail applies the style to the manicure anda pi 


I spotted thisoneonaloc Tjtle 


Search Format Insert Options [ll] Discard > Send 





Cc & Bec 


To: mailinglist@wordst Normal 


Heading 2 











text. 
Subtitle 
We didn't find anything to show here. 

Subtle Emphasis 
Emphasis 
Intense Emphasis 

M 
Strong 

Quote 
© Intense Quote 
sete 
° 
Insert a Picture z s 
a Format S [ll] Discard Y> Send 


Inbox Flagged v i Attach FA Table [æa] Pictures 


@) Position the cursor where you 
want the picture to appear. 


© Click the Insert tab. 


To: mailinglist@wordspy.com; Cc & Bcc 


Word of the Day 


ED Click Pictures. mani-pedi curious 
P adjective, Curious about or open to exploring the spa treatment that consists of both a 
The Open dialog box appears. acai 


| spotted this one on a local sandwich board: 


O Select the location of the | 


We didn't find anything to show here. Open 


e 
pictu re. 4 [T « Paul > Pictures > Words = Search Words 





© Click the picture. Dss 
% Dál E] Words 
Q Click Insert. @ OneDrive 








® This PC 








Mail adds the picture to the 
email message. 


Can I make adjustments to a picture that I have inserted in my | How do I set the message 
email message? priority? 

Yes. Click the picture and then click the Picture tab. Click Rotate Setting the priority level of your 
to rotate the image, or Crop to crop unwanted portions of the message helps the recipient know 





& © 


v | All files y| 


image. You can use the sizing handles that appear around the how to handle your message. Click 
image to adjust its size. If you are not happy with the new image | the Options tab and then click 
dimensions, click the image, click the Picture tab, and then click High importance ( | ) or Low 
Reset Size. importance (.//). 





Add a File Attachment 


f you have a document that you want to send to another person, you can attach the document to 
an email message. A typical email message is fine for short notes, but you may have something 
more complex to communicate, such as budget numbers or a slide show, or some form of media that 

you want to share, such as an image or a song. Because these more complex types of data usually 
come in a separate file — such as a spreadsheet, presentation file, or video file — it makes sense to 
send that file to your recipient as an attachment. 








Add a File Attachment 


T Click the Insert tab. = x 


Format [ll] Discard > Send 


© Click Attach. 
2 | Attach [FA Table = faa] Pictures @ Link 


To: psellars@logophilia.com; Cc & Bcc 
Budget spreadsheet 


Hi Paul, 


As requested, the first draft of the 2016-2017 budget is attached. Take a look and then send 
me your notes when you get a chance. 


Cheers, 
Paul 


b show here. 


The Open dialog box appears. 


Select the folder that contains € ~ 4 [> ThisPC >» Documents -ÉD v © Search Documents 
the file you want to attach. Organize» New folder 


= A 
v & Quick access i > D 1A D 
fm Desktop + | Docx | DOCX = | 
2016-2017 2016-2017 AMosaic Accounts Conference Customer 
Budget Budget.xlsx of New Receivable. Agenda Data.xlsx 


[E Downloads x Notes Words xlsx 2016 
Ps — 


{i Pictures D aaa N p= p= 
> (@ OneDrive (Docx | | =| =| | Docx 


Day ofthe Employees. IdeasList Logophilia Memoto New Words 
> c This PC Living Dead xlsx Limited Penske in the 
Annual Modern 


> GB Network Report 2015 Workplace 


à = b ò = 
> +Å Homegroup — 
all DOCX | DOCX DOCX 


F Photos Presentatio Product Sales.xlsx Scientists The Jargon 











Fie an | v | All ee v 








Conca 
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D Click the file that you want to 


Open 
attach. € ~ A [> ThisPC > Documents Search Documents P 
© Click Open. Organize v New folder ay CF @ 


A 


Æ Quick access = 
fa Desktop DOCK 
lg Documents 2016-2017 2016-2017 A Mosaic Accounts Conference Customer 


Budget Budget.xlsx of New Receivable. Agenda Data.xlsx 
{@ Downloads Notes Words xlsx 2016 


4 Pictures —D D aaa Th —] = 
f@ OneDrive = al = =| | E DOCX 


Day ofthe Employees. IdeasList Logophilia Memoto New Words 
o This PC Living Dead xlsx Limited Penske in the 
Annual Modern 
= Network Report 2015 Workplace 


eÅ Homegroup £ | à P = = 


PA Photos Presentatio Product Sales.xisx Scientists TheJargon vy 








File name: 2016-2017 Budget.xlsx All files v 

















©) Mail attaches the file to the 
message. Format Options [ll] Discard Send 


J Attach Ef Table [ag Pictures @ Link 


To: psellars@logophilia.com; Cc & Bcc 


Budget spreadsheet 


Attachments 


(fe 2016-2017 Budgetxlsx — (X) 
78.7 KB 


Hi Paul, 


As requested, the first draft of the 2016-2017 budget is attached. Take a look and then send 
me your notes when you get a chance. 


Cheers, 
Paul 





TIP 


Is there a limit to the number of files that I can attach to a message? 


There is no practical limit to the number of files that you can attach to a message. However, you should be 
careful with the total size of the files that you send. If you or the recipient has a slow Internet connection, 


sending or receiving the message can take an extremely long time. Also, many Internet service providers 
(ISPs) place a limit on the size of a message’s attachments, which is usually between 2MB and 10MB. In 
general, use email to send only a few small files at a time. 





79 





Save a Draft of a Message 


f you cannot complete or send your message right away, you can save it as a draft and open it again 
later. As you work on an email message, you might find that you need to give it more thought or 
that you have to do more research. Rather than discard your work, you can close the message and Mail 
will save it for you automatically. Mail stores the saved message in your account's Drafts folder. When 

you are ready to resume editing the message, you can open it from the Drafts folder. 





Save a Draft of a Message 


Save the Draft 


@) Compose the message up to the 
point where you want Mail to 
save it. 


2 Click elsewhere in the Mail 
window, such as an Inbox 
message. 


@ Alternatively, you can click All 
Folders (Z0) and then click a 
folder. 


Mail saves the message to your 
Drafts folder. 


Open the Draft 
@ Click All Folders (7). 
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Search Format Insert Options 
Inbox Flagged v B I vu =q | Heading 1 


Art Sorenstam 
Do you know this word? 
Hi Paul, | came across the word "sì 11:00 AM To: ttaris@itsallwellandgood.com; 


<i) Website photos 


Hi Tom, 
Thanks for your note regarding the photos for the restaurant website. | haven’t re! 
yet, but I’m expecting them soon. l'Il let you know when they arrive. 


Sent from Mail for Windows 10 


Search 


Inbox Flagged v 


We didn't find anything to show here. 
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Mail displays your account 
fo lders. — Search 


@ Click Drafts. All folders 


Outbox 








Inbox x 


Drafts 28 =) 


Junk 


Sent I 


Trash 


E Click the draft that you want to 


open. Search Insert Options 


| Inb x 33 | Heading 1 
Mail opens the message for — ee U =q | Heading 


editing. ja 


4 (no subject) 
To: ttaris@itsallwellandgood.com; 
[Draft] Me 
Hi Tom, Thanks for your noter 11:20 AM Website photos 
[Draft] Mi 
Sent from Mail fo Hi Tom, 


[Draft] Me Thanks for your note regarding the photos for the restaurant website. | haven’t rec 
Gant & smn kia yet, but I’m expecting them soon. l'Il let you know when they arrive. 


Sent from Mail for Windows 10 




















Junk Holds incoming messages that Mail has 
that you have sent. deemed to be unsolicited commercial 
emails, also known as junk mail or spam. 







































































Outbox Holds outgoing messages that are . Trash Holds messages that you have deleted 
in the process of being sent. from other folders. 
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hen another person sends you an email message, that message ends up in your email account's 

mailbox on the incoming mail server maintained by your ISP or email provider. However, that 
company does not automatically pass along that message to you. Instead, you must use Mail to 
connect to your mailbox on the incoming mail server and then retrieve any messages waiting for you. 
By default, Mail automatically retrieves new messages as they arrive, but you can also check for new 
messages at any time. 





Receive and Read Email Messages 


Receive Email Messages 
® Click Refresh (/). 


Search 


Inbox Flagged v 


Mail checks for new messages. 


If you have new messages, they 
appear in your Inbox folder. 


This bar appears beside messages Inbox 
that you have not yet read. Paul Sellars, Paul McFedrie 


Re: Budget spreadsheet 


Thanks, Paul! I've gone through tF 11:56 AN 


The ù symbol means that the 


Henry Bresson 


message has an attachment. The decisive moment is here 


Paul, As you know, the 25th annua 


Linda Whillans, Paul McFe 
Re: Looking for photos of Galt Stre 
Hi Paul, Good to hear from you. Ye 11:45 AN 


Art Sorenstam 
Do you know this word? 
Hi Paul, | came across the word "s 
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Read a Message 
a Click the message. 


Inbox 


Paul Sellars, Paul McFedrie 


Re: Budget spreadsheet 
Thanks, Paul! I've gone through tr 


Henry Bresson 
The decisive moment is here 
Paul, As you know, the 25th annua 11:51 AM 


Linda Whillans, Paul McFe ù 


Re: Looking for photos of Galt Stre 
Hi Paul, Good to hear from you. Ye 


Art Sorenstam 
Do you know this word? 
Hi Paul, | came across the word "si 11:00 AM 


The message text appears in the 
preview pane. < Reply €ReplyAll —Forward [i] Delete [4 Set flag 


© Read the message text. Re: Looking for photos of Galt Street 


ellars, Paul McFedrie f ; 
get spreadsheet ® Linda Whillans 


Paul! I've gone through tt 11:56 AM 11:45 AM 
To: Paul McFedries; 

Bresson 

isive moment is here 

you know, the 25th annua 11:51 AM 





Whillans, Paul McFedri ù 


ing for photos of Galt Street porch4,jpg 


304 KB 


D 
bul, Good to hear from yor 11:45 AM Hi Paul, 


| McFedries Good to hear from you. Yes, we have quite a few photos of Galt Street and 
I've included an example. We should arrange for you to visit the archives so 
that you can see what we've got and decide if any of it is suitable for your 
project. 


Linda, | am writing a book o1 Sent 





Talk to you soon. 
| came across the word “si 11:00 AM 


Linda Whillans 


On Thu, Apr 30, 2015 at 11:30 AM, Paul McFedries <paulmcfedries@hotmail.com> wrote: 





Why do new messages sometimes appear in my Inbox when I have not clicked Sync? 
For certain types of accounts, Mail supports a feature called push that can send new messages to your 


Inbox automatically. In this case, when the mail server receives a new message, it immediately sends the 
message to your Inbox without your having to run the Sync command. Note that this feature works if you 
are using a Hotmail, Live.com, or Outlook.com email account, as well as a Gmail account. 
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Reply to a Message 





hen a message you receive requires some kind of response — whether it is answering a 

question, supplying information, or providing comments — you can reply to that message. Most 
replies go only to the person who sent the original message. However, you can also send the reply 
to all the people who were included in the original message's To and Cc lines. Mail includes the text 
of the original message in the reply, but you might want to edit the original message text to include 
only enough of the original message to put your reply into context. 


Reply to a Message 


& Click the message to which you i 7 
want to reply = Search < Reply <€ Reply All A rd [il] Delete [4 Set flag 


© Click Reply. 


@) If you prefer to respond to all 
the message recipients, click 
Reply All instead. 








Inbox Re: Looking for photos of Galt Street 


Paul Sellars, Paul McFedrie ù 
® Linda Whillans 


> Re: Budget spreadsheet 
Thanks, Paul! I've gone through tt 11:56 AM ae 11:45 AM 
To: Paul McFedries; 
Henry Bresson 
The decisive moment is here 
Paul, As you know, the 25th annua 11:51 AM 





Linda Whillans, Paul McFedri u 








7 . 4 Re: Looking for photos of Galt Street eee 
Note: See the first Tip for more eras : 
] n fo rm ati on Hi Paul, Good to hear from yot 11:45 AM Hi Paul, 
Paul McFedries Good to hear from you. Yes, we have quite a few photos of Galt Street 
Bee aera eae ee I've included an example. We should arrange for you to visit the archiv 
E pitt that you can see what we've got and decide if any of it is suitable for yq 
Art Sorenstam Poe 
Do you know this word? Talk to you soon. 
Hi Paul, | came across the word "st 11:00 AM 
Linda Whillans 
On Thu, Apr 30, 2015 at 11:30 AM, Paul McFedries <paulmcfedries@hotmail.com> wrot¢ 
Dear Linda, 
I am writing a book on the history of Galt Street, which will include many photd 
the street, both modern and historical. I was hoping you can help. Do you have 4 
A message window appears. - x 


Format Insert Options [lil] Discard Send 


© Mail automatically inserts the 
sender of the original message 
as the recipient. 


© Mail also inserts the subject 
line, preceded by “RE:.” 


© Mail includes the original 
message's addresses (To and 
From), date, subject, and text 
at the bottom of the reply. 


B= of ul =æ Heading 1 


To: Linda Whillans; =B] Cc & Bec 
RE: Looking for photos of Galt Street =f) 


Sent from Mail for Windows 10 


Paul Sellars, Paul McFedrie 
Re: Budget spreadsheet 
Thanks, Paul! I've gone through tt 11:56 AM 


Henry Bresson 
The decisive moment is here 
Paul, As you know, the 25th annua 11:51 AM 





[Draft] Me, Linda Whillans, P v 
Re: Looking for photos of Galt Street 


[Draft] Me 

Sent from Mail for Windows 10 Fr Drafts From: Linda Whillans 

Sent: Thursday, April 30, 2015 11:45 AM 
To: Paul McFedries; 


Subject: Re: Looking for photos of Galt Street 


Linda Whillans v 


Hi Paul, Good to hear from yor 11:45 AM 


Paul McFedries 
Dear Linda, | am writing a book ol Sent 


Hi Paul, 





Good to hear from you. Yes, we have quite a few photos of Galt Street and 
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Art Sorenstam 
Do you know this word? 
Hi Paul, | came across the word “si 11:00 AM 


I've included an example. We should arrange for you to visit the archives so 
that you can see what we've got and decide if any of it is suitable for your 
project. 


Talk to you soon. 


Linda Whillans. 


On Thu, Apr 30, 2015 at 11:30 AM, Paul McFedries wrote: 
Dear Linda, 
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3 1717 bheet 

@) Edit the original message to jone through tt 11:56 AM To: Linda Whillans; Cc & Bcc 
include only the text relevant to 

your reply. ent is here 


the 25th annua 11:51 AM 


. | <Q) 
E Click the area above the original da Whillans, P  @ Saa 
otos of Galt Street Sent from Mail for Windows 10 
message text. 


RE: Looking for photos of Galt Street 





for Windows 10 Fr Drafts From: Linda Whillans 
Sent: Thursday, April 30, 2015 11:45 AM 
ANS D To: Paul McFedries; 
lo hear from yot 11:45 AM Subject: Re: Looking for photos of Galt Street 


ries 
n writing a book ol Sent 


Hi Paul, 





Good to hear from you. Yes, we have quite a few photos of Galt Street and 
I've included an example. We should arrange for you to visit the archives so 
ord? that you can see what we've got and decide if any of it is suitable for your 
bss the word "sì 11:00 AM project. 





E) Type your reply. 


; Format Insert Options [ll] Discard Send 
@ Click Send. 
B J U Heading 1 


Mail sends your reply. 


Note: Mail stores a copy of your hone through tr 11:56 AM To: Linda Whillans; Cc & Bec 
reply in the Sent folder. 


RE: Looking for photos of Galt Street 
, the 25th annua 11:51 AM 





, Hi Linda, 
da Whillans, P Y 
otos of Galt Street Thank you so much for your prompt reply and generous offer. | would be delighted to visit the 
archives. I'll be in the area on Friday around 2PM. Does that work for you? 


you so much for) Drafts Best regards, 
Paull 


Y 


j Sent from Mail for Windows 10 
o hear from yot 11:45 AM 


From: Linda Whillans 

Sent: Thursday, April 30, 2015 11:45 AM 

To: Paul McFedries; 

Subject: Re: Looking for photos of Galt Street 


n writing a book oi Sent 





oss the word “si 11:00 AM 
Hi Paul, 





TIPS 


What is the difference between Reply and Should I edit the original message text in my reply? 


Reply All? If the original message is short, you usually do not 
You can click Reply to respond only to the person need to edit the text. However, if the original 


who sent the message, or click Reply all to respond | message is long, and your response deals only with 
to the sender as well as any other addresses that part of that message, you will save the recipient time 
the sender included in the original message’s To by deleting everything except the relevant portion of 
and Cc fields. the text. 
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Forward a Message 





f a message has information that is relevant to or concerns another person, you can forward a 
copy of the message to that person. You can also include your own comments in the forward. 


In the body of the forward, Mail includes the original message’s addresses, date, and subject line. 
Below this information, Mail also includes the text of the original message. In most cases, you 
will leave the entire message intact so that your recipient can see it. However, if only part of the 
message is relevant to the recipient, you should edit the original message accordingly. 


Forward a Message 


Click the message that you want ? z 
to forward Seui < Reply €ReplyAll —>Forwad ~ 2 F Set flag 


© Click Forward. 





Inbox Re: Budget spreadsheet 


Paul Sellars, Paul McFedries 


4 Re: Budget spreadsheet @ Paul Sellars 


Ss 11:56 AM 
Paul Sellars i To: Paul McFedries; 
Thanks, Paul! I've gone throug 11:56 AM 

Budget Notes.docx 
Paul McFedries Q 25.4 KB 


Hi Paul, As requested, the first dra Sent 











Henry Bresson 
The decisive moment is here 
Paul, As you know, the 25th annua 11:51 AM 


[Draft] Me, Linda Whillans v 
Re: Looking for photos of Galt Stre 
Hi Linda, Thank you so much fory 11:45 AM 


Art Sorenstam 
Do you know this word? 


Thanks, Paul! I've gone through the budget and my notes are attached. 
me know if you have any questions. 


Best, 
Paul S. 


On Thu, Apr 30, 2015 at 2:48 PM, Paul McFedries <paulmcfedries@hotmail.com> wrote: 


Hi Paul, 


Hi Paul, | came across the word "si 11:00 AM 


As requested, the first draft of the 2016-2017 budget is attached. Take a look and 
then send me your notes when you get a chance. 


A message window appears. z x 
Format Insert Options [ll] Discard Y> Send 


© Mail inserts the subject line, B I 
preceded by FW: ° [Draft] Me, Paul Sellars, Paul 
4 Re: Budget spreadsheet 


© The original message’s addresses Draf] Me 
(To and From), date, subject, Sent from Mail for Windows 10 Fr Dr. 
attachments, and text are 
included. 


Heading 1 


To: gwhibbs@logophilia.com; £9 


FW: Budget spreadsheet 





Paul Sellars 
Thanks, Paul! I've gone throug 11:56 A Attachments 


S Budget Notes.docx &) 
18.6 KB 


Sent from Mail for Windows 10 





Paul McFedries D 
Hi Paul, As requested, the first dra Sent 





Henry Bresson 
The decisive moment is here 
Paul, As you know, the 25th annua 11:51 AM 


Select or type the email address 
of the person to whom you are 
forwarding the message. 


[Draft] Me, Linda Whillans ù 
Re: Looking for photos of Galt Stre 
Hi Linda, Thank you so much for y 


From: Paul Sellars 
Sent: Thursday, April 30, 2015 11:56 AM 


To: Paul McFedries; 
Subject: Re: Budget spreadsheet 


Art Sorenstam 
Do you know this word? 
Hi Paul, | came across the word “si 11:00 AM 


@ To send a copy of the message to 
another person, click Cc & Bcc, 
and then enter that person’s Thanks, Paul! Tye gone through the budget and my notes are attached. Let 
email address in the Cc field. S 


Paul S. 
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o If necessary, edit the original 
message to include only the 
text relevant to your forward. 


© Click the area above the original 
message text. 


O Type your comments. 
@ Click Send. 


Mail sends your forward. 


How do I view the text of a forward or reply 


after I have sent it? 


Paul Sellars are checked the Drafts 


is, Paul! I've gone throug 





e, Paul Sellars, Paul 
t spreadsheet 


] Me 0 
om Mail for Windows 10 Fr Drafts 


Sellars Y 
5, Paul! I've gone throug 11:56 AM 
McFedries 0 


|, As requested, the first dra Sent 


Bresson 
ive moment is here 


pu know, the 25th annua 11:51 AM 


e, Linda Whillans Y 
g for photos of Galt Stre 


hank you so much fory 11:45 AM 


ame across the word "si 11:00 AM 








e, Paul Sellars, Paul 
t spreadsheet 


] Me Y 





Sellars 
11:56 A 








McFedries U 
|, As requested, the first dra Sent 


presson 


ve moment is here 


pu know, the 25th annua 


e, Linda Whillans 
g for photos of Galt Stre 
hank you so much for y 


enstam 


ow this word? 


ame across the word "si 11:00 AM 
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Format Insert > Send 


B I 


Options [ll] Discard 


Heading 1 


To: gwhibbs@logophilia.com; Cc & Bcc 


FW: Budget spreadsheet 


Attachments 


5 Budget Notes.docx &) 
—— 18.6KB 


-O 


Sent from Mail for Windows 10 


From: Paul Sellars 

Sent: Thursday, April 30, 2015 11:56 AM 
To: Paul McFedries; 

Subject: Re: Budget spreadsheet 


-0 


Thanks, Paul! I've gone through the budget and my notes are attached. Let 
me know if you have any questions. 


Format Insert [ll] Discard Y> Send 


B I 


Options 
Heading 1 


To: gwhibbs@logophilia.com; Cc & Bcc 


FW: Budget spreadsheet 


Attachments 


b Budget Notes.docx &) 
—___—s-'18.6 KB 


Gary, 


Paul Sellars has checked the budget draft and passed along the attached notes. Let me know 
what you think. 


Best, 
Paull 


Sent from Mail for Windows 10 


From: Paul Sellars 


When I forward a message, is it possible to not 


include an attachment that came with the message? 


When you send a forward or a reply (or an Yes. After you click the message and then click 
Forward, the message attachment appears by default as 
part of the forwarded message. This is usually what you 
want, but you can remove the attachment by clicking 


Remove ((@®). 


Original message), Mail stores a copy of the 
message in the Sent folder. To view the 
message, click All Folders (F1) to display the 
All Folders list and then click Sent. 
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Open and Save an Attachment 





hen a message comes in and displays the attachment symbol (a paper clip), it means that the 

sender has included a file as an attachment to the message. If you just want to take a quick 
look at the file, you can open the attachment directly from Mail. Alternatively, if you want to keep a 
copy of the file on your computer, you can save the attachment to your hard drive. 


Be careful when dealing with attached files. Computer viruses are often transmitted by email 
attachments. 


Open and Save an Attachment 


Open an Attachment 











p Click the message that has the Search <€ Reply €ReplyAll —>Forward [il] Delete 
attachment, as indicated by a tibii Re: Budget spreadsheet 
paper clip ( i ). Me, Paul Sellars, Paul McFed ù @ 


á Bo Budic oreaddee ® Paul Sellars 
l Re: Budget spreadsheet $ 3 
A A list of the message Paul McFedries o 1:56 AM 
Thanks, Paul! I've gone through tt Sent To: Paul McFedries; 
attachments appears. 


Paul Sellars 0 ] Budget Notes.docx <<) 
Thanks, Paul! I've gone throug 11:56 AM peck) 25.4 KB 


Paul McFedries U Thanks, Paul! I've gone through the budget and my notes are 
Hi Paul, As requested, the first dre Sent me know if you have any questions. 





Henry Bresson Best, 
The decisive moment is here Paul S. 
Paul, As you know, the 25th annua 11:51 AM 


Me, Linda Whillans, Paul N ù 


> Re: Looking for photos of Galt Stre 
Hi Paul, Good to hear from you. Ye 11:45 AM Hi Paul 


On Thu, Apr 30, 2015 at 2:48 PM, Paul McFedries wrote: 


Art Sorenstam 
Do you know this word? 


Hi Paul, I came across the word "st 11:00 AM As requested, the first draft of the 2016-2017 budget is attached. Tak 
then send me your notes when you get a chance. 


@ Click the attachment that you 








want to open. = Search < Reply <€Reply All —>Forward [ii] Delete 
‘ : box . 
The file opens in the . Re: Budget spreadsheet 
i Me, Paul Sellars, Paul McFed 0e 
appropriate program. Monde & Paul Sellars 
Note: Instead of opening the file, i through tt E To; Paul Marea 
you may see a message that says, ere - ) see nts QB 
“Windows can’t open this type of Thanks, Paul! I've gone throug 11:56 AM poo 25.4 KB 
file.” This means th at you need to Paul McFedries U Leela seh i gone through the budget and my notes are 
. . Hi Paul, As requested, the first dra Sent me know if you have any questions. 
install the appropriate program for 
. Henry Bresson Best, 
the type of file. If you are not sure, The decisive moment is here Paul S. 
P Paul, As you know, the 25th annua 11:51 AM 
ask the person who sent you the file aa i , 
„Li i , ; l i 
wha t program you nee d. b Sex Lacking for photos df Gak Sin On Thu, Apr 30, 2015 at 2:48 PM, Paul McFedries wrote: 


Hi Paul, Good to hear from you. Ye 11:45 AM Hi Panl 


Art Sorenstam 


Do you know this word? 


Hi Paul, | came across the word “s! 11:00 AM As requested, the first draft of the 2016-2017 budget is attached. Taki 
then send me your notes when you get a chance. 
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Save an Attachment 


@& Click the message that has the 
attachment, as indicated by a 


paper clip (ù). 


© A list of the message 
attachments appears. 


© Right-click the attachment that 
you want to save. 


© Click Save. 





The Save As dialog box appears. 


4) Click the folder where you want 
to store the file. 


© Edit the filename, if needed. 
@ Click Save. 


Mail saves the attachment to 
your PC’s hard drive. 
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Search < Reply €ReplyAll —Forward [i] Delete 


Inbox Re: Budget spreadsheet 





Me, Paul Sellars, Paul McFed  @ 


4 Re: Budget spreadsheet ® Paul Sellars 


Paul McFedries D 11:56 AM 


Thanks, Paul! I've gone through tt Sent aac 


Paul Sellars 0e (B ] Budget Notes.docx 
Thanks, Paul! I've gone throug 11:56 AM neck) 25.4 KB Open 


Save 
Paul McFedries U Thanks, Paul! I've gone througn we 9 and my notes arg 
Hi Paul, As requested, the first dre Sent me know if you have any questions. 








Henry Bresson Best, 
The decisive moment is here Paul S. 
Paul, As you know, the 25th annua 11:51 AM 


Me, Linda Whillans, Paul \ D 


Re: Looking for photos of Galt Stre 
Hi Paul, Good to hear from you. Ye 11:45 AM ii Pai 


On Thu, Apr 30, 2015 at 2:48 PM, Paul McFedries wrote: 


Art Sorenstam 
Do you know this word? 


Hi Paul, | came across the word "si 11:00 AM As requested, the first draft of the 2016-2017 budget is attached. Tak 
then send me your notes when you get a chance. 


e v 4 B > ThisPC > Documents- v & Search Documents 


Organize v New folder 


A f 
A Quick access | — i 
a Desktop x [Docx |poex [Docx | Docx 


ME Downloads + Logophilia Memo to New Words Scientists 
m . Limited Penske in the Discover 

[A Music # Annual Modern Elusive 

I Pictures p Report 2015 Workplace Soup-Nut... 


Œ Recent folder # | | 
go temp DOCX | Docx 


When Day of the 
MS Documents Establishes Words Living Dead 
TTE Vowel Collide 
= Relief Fund 


(@ OneDrive - 





File name: Budget Notes 














Save astype: Office Open XML Document 








¿a Hide Folders 





Why must I be careful when working with email attachments? 
Email attachments are the most common way that nefarious users attempt to infect PCs with viruses and 
other malware. When you open such an attachment, the virus infects your computer and then, without your 


knowledge, uses your email program and your address book to send messages with more copies of itself 
attached. The nastier versions also mess with your computer by deleting data or corrupting files. Never 
open an attachment that comes from someone you do not know. If someone you know sends you an 
attachment unexpectedly, write that person back and confirm that he or she really did send the file. 
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Delete a Message 





fter you have used Mail for a while, you may find that you have a lot of messages in your Inbox 

folder. The more messages you have, the harder it becomes to find a message that you want and 
the more time-consuming it gets to navigate the messages. To keep the Inbox uncluttered and easier 
to navigate, you should delete any messages that you have already read and do not need to keep. 


Note that when you delete a message, Mail actually sends it to the Trash folder. If you delete a 
message accidentally, you can retrieve it from the Trash folder. 





Delete a Message 


Delete a Message from the 








In box = Search DEEA € Reply € Reply All >Forward [i] Delete ™ 2 
e Inbox Sear : 
D Click the message that you want The decisive moment is here 
Me, Paul Sellars, Paul McF e 
to delete. > Re: Budget spreadsheet ; Henry Bresson 
Thanks, Paul! I've gone through tr 1 11:51 AM 
P paulmcfedries@hotmail.com 
2) Click Delete. Henry Bresson 
> The decisive moment is here Paul, 
Paul, As you know, the 25th annua 
Note: If you have d tablet PC, you ; ; As you know, the 25th annual Leslie Ville Street Photography con 
— Me, Linda Whillans, Paul N on August 23. I hope I can count on you to volunteer that day, si 
can also delete a message by swiping > Re: Looking for photos of Galt Stre in desperate need for bodies at the moment. Let me know ASAP i 


Hi Paul, Good to hear from you. Ye 11:45 AM available. 


to the left across the message. 


Art Sorenstam Cheers, 
Henry 


Do you know this word? 


Mail removes the message from Hi Paul, | came across the word “s 
the Inbox and moves it to the 


Trash folder. 


Restore a Deleted Message 
@ Click All Folders (7). 
+ All folders 


Mail displays the folders list. a 
@ Click Trash. 1 a 


Drafts d 
Junk 


Sent I 


-0 
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Mail opens the Trash folder. 


E Right-click the message that 
you want to restore. 


@ Click Move. 


Mail displays a list of folders. 
@ Click Inbox. 


Mail restores the message to the 
Inbox folder. 


Can I remove a message permanently? 


CHAPTER 


Sending and Receiving Email 


Search has <Reply €ReplyAll — Forward [i] Delete H: 


The decisive moment is here 


Henry Bresson 
The decisive moment is here ṣa © Henry Bresson 
Paul, As you know, the 25th M Delete QP 51am 

To: paulmcfedries@hotmail.com; 
[Draft] Me > Flag 
(no subject) 
Hi Tom, Thanks for your noté 


Download message and pictures (812 bytes) 


Q Unread/Read Paul, 


Paul McFedries As you know, the 25th annual Leslie Ville Street Photography con 

Flag this Move A August 23. I hope I can count on you to volunteer that day, si 
in desperate need for bodies at the moment. Let me know ASAP i 
available. 

Paul McFedries 

You're invited Cheers, 
Henry 


Yesterday 


Microsoft account tea 
Microsoft account unusual si 
Wed 12:03 PM 


Paul McFedries > 
Paul McFedries has shared a1 
Wed 7:58 AM 


Search < Reply €Reply All —Forward [i] Delete 


All folders The decisive moment is here 


Outbox 
@ Henry Bresson 
Inbox 2% S SD 1:51am 


To: paulmcfedries@hotmail.com; 


Drafts a Download message and pictures (812 bytes) 


Junk Paul, 


Sent 28 As you know, the 25th annual Leslie Ville Street Photography co 
on August 23. I hope I can count on you to volunteer that day, s 

Trash ! in desperate need for bodies at the moment. Let me know ASAP 
available. 


Cheers, 
Henry 





Yes, as long as you are sure you will never need to work with the message again, you can delete it 
permanently from your account. However, this operation is not reversible, so you really need to be certain 


that you no longer need the message. 


Follow steps 1 and 2 to open the Trash folder, right-click the message you want to remove, and then click 
Delete. Mail removes the message permanently from your account. 





Create a Folder for Saving Messages 





fter you have used Mail for a while, you may find that you have a lot of messages in your Inbox 
folder. To keep the Inbox uncluttered, you can create new folders and then move messages from 
the Inbox to the new folders. 


To help keep your messages organized, you should use each folder you create to save related 
messages. For example, you could create separate folders for people you correspond with regularly, 
projects you are working on, different work departments, and so on. By saving each message to the 
appropriate folder, you make it easier to find your messages in the future. 





Ge Outlook.com - paulmcfed X | + 


Create a Folder 


Use a web browser to navigate 
to http://mail.live.com and sign 
in to your account. 


© Click New folder. 


EJ | â Microsoft Corporation [US] https://col126.mail.live.com/default.aspx?id=64855&0owa=1& 





Outlook.com 1 New 


Search email View: All v Arrange by v A 
f 


v Folders Paul McFedries, Paul Sellars (3) Budget spreadsheet 4:22 PM 


Inbox 86 Henry Bresson The decisive moment is here 2:51 PM 


Junk Paul McFedries, Linda Whilla... (3) Looking for photos of Galt Str... 4:23 PM 
Drafts Art Sorenstam Do you know this word? 2:00 PM 
Sent Paul McFedries You're invited 11:45 AM 
Deleted msftconn@microsoft.com Introducing Phoenix - Slayin... 4/12/15 


New folder 114 messages Page 1 


Click a message to show it here 


This blank message helps protect your privacy, or you can show the first message here automatically. 


You are prompted to enter the 
folder name. 


E Type the name of the new folder. 
O Press 0 or click outside the 


GJ Outlook.com - paulmcfed X | + 


C) | a Microsoft Corporation [US] _https://col126.mail.live.com/default.aspx?id=64855&o0wa=1& 


© New 


View: All v 


Outlook.com 


Search email Arrange by v 


text box. 
The new folder is created. 


Note: It might take a few minutes 
before the new folder appears in the 


v Folders 
Inbox 86 
Junk 
Drafts 
Sent 
Deleted 


Paul McFedries, Paul Sellars 


Henry Bresson 


Paul McFedries, Linda Whilla... 


Art Sorenstam 
Paul McFedries 


msftconn@microsoft.com 


(3) 


Budget spreadsheet 4:22 PM 


The decisive moment is here 


Looking for photos of Galt Str... 


Do you know this word? 


You're invited 


Introducing Phoenix - Slayin... 


2:51 PM 
4:23 PM 
2:00 PM 
11:45 AM 
4/12/15 


114 messages Page 1 


New folder 


Mail app. 


Click a message to show it here 


This blank message helps protect your privacy, or you can show the first message here automatically. 
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Move a Message to Another 
Folder 


€B In Mail, right-click the message Inbox 
you want to move. Paul McFeafies, Paul Sella 


: FW: Budget spt _ 
’A Click Move. ank [ill] Delete 
Henry Bres: i 
The decisive m H set flag 
Paul As you kr 





M Mark as unread X 


Paul McFed 
> RE: Looking for 
Hı Paul Good 


2 te E7 Move 


Art Sorenstam 
Do you know this word? 
Hi | th 


Mail displays the list of folders. 


Search 


Click the folder you want to use 
as the destination. + All folders 
Mail moves the message. R Eee 
= Inbox 2% 
Drafts 2 
Junk 
Personal 
Sent 28 
Trash 
Words 


Work N 





Use a web browser to sign in to your account. In the | Use a web browser to sign in to your account. In 


Folders list, right-click the folder you want to the Folders list, right-click the folder you want to 
rename and then click Rename. In the text box, remove and then click Delete. You can delete only 
type the new name and then either press or folders that you have created. When you delete a 
click outside the text box. You can rename only folder, you also delete any messages stored in 
folders that you have created. that folder. 
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Configure Mail Options 





he Mail app comes with a few options that you can configure to make the program suit the 

way you prefer to work. Several of these options are related to how you use swipe gestures in 
the Mail app, if you are running Windows on a touch PC or tablet. You can also configure the Mail 
app background image and whether the app displays notifications. Finally, you can also customize 
the signature text that appears in the body of the messages you create as well as the replies and 
forwards you send. 


Configure Mail Options 


@ Click Settings ($). Settings 





Inbox = All v 


] Accoun 
The Settings pane appears. aE 
e Word Spy Background Picture 
© To change the Mail app Word Spy - distraction addi 
` z n. A person whose attention is easily anc Thu 7/9 Reading 
background image, click EP EEE 
7 Options 
Background Picture. Gabe Aul 
News about the latest Windows 10 build Help 


Take a look at the new and helpful infoa Tue 7/7 


Word Spy Trust Center 


Word Spy - phantom offer 
n. A non-existent offer to purchase a hot Tue 7/7 Feedback 


Friday, July 3, 2015 
About 


Word Spy 
Word Spy - bikeshedding 
n. Frequent, detailed discussions onan 7/3/2015 


Thursday, July 2, 2015 


Word Spy 
Word Spy - divorce doula 
n. An advocate who provides legal and 7/2/2015 


Tuesday, June 30, 2015 
Word Spy 
Word Spy - antilibrary 


n. A person's collection of unread boc 6/30/2015 


1 Word Spy 


Mail displays the Background 
Picture pane. 


Background Picture 


ES B « Pictures > Lake District 


E Click Browse. nc ™ ie and 


. Lake District ake District Lake District 
> g& Quick access 2014_0331 2014_0332 2014_0333 


The Open dialog box appears. e ee E 
O Click the image. 


©) C li C k 0 p e n e Lake District Lake District Lake District 


2014_0337 2014_0338 2014_0339 


QO Click Back € to return to the File name: | Lake District 2014.0337 ~| [Alfites z 
Settings pane. eea —— 


rsday, July 2, 2015 
aD Click Reading (not shown). 


Select a background picture. 





> G@ OneDrive 


The Open dialog box appears. 


Photos 














d Spy - divorce doula 
n advocate who provides legal and 7/2/2015 


day, June 30, 2015 


d Spy - antilibrary 
person's collection of unread boc 6/30/2015 | 
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The Reading pane appears. 


@ If you click the Auto-open next item 
switch to On, Mail automatically 
opens the next message after you use 
a swipe gesture to delete a message. 


oO In the Mark Item as Read section, 
click an option to specify when Mail 
marks a message as having been read infos Twe 7/1 
(© changes to @!). 

10) Click Back < to return to the 
Settings pane. 


CŒ Click Options (not shown) onan 7/201 


psily anc Thu 7/9 


seahot Tue 7/7 


The Options pane appears. 


® If you do not want to use gestures 
on a tablet, click the Swipe actions 
switch to Off. 


€B Click the Swipe right / hover w and —r" 
select the action that Mail performs 
when you swipe right on a message. 


D Click the Swipe left / hover w and 
select the action that Mail performs 
when you swipe left on a message. 


infoa Tue 7/7 


a) To use a signature, click the Use an 
email signature switch to On. onan 7/3/2015 


16) Edit the signature text here. 


What is a flag? 

A flag is an indicator that you can add to a message 
by clicking the message and then clicking Flag. Mail 
adds a flag icon (HŒ) to the message, which serves 


as a visual reminder. This is useful if you need a 
prompt to follow up with a message or to perform 
some other action based on that message. 
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Auto-open next item 


€D o 


Mark item as read 


@ When selection changes 


Don't automatically mark item as 
read 


When viewed in the reading pane 


Seconds to wait: 


Caret Browsing 


Use the caret to navigate the reading 
pane. 


< Options 
Outlook 


Quick Actions 


Your most frequently used actions are just 
a swipe away. 


Swipe actions 
& -<H 
Swipe right / hover 

Set flag/Clear flag 


Swipe left / hover 


Delete 


Signature 


Use an email signature 


D o <j 


Sent from Mail for Windows 10 <1) 


What is a signature? 

A signature is a snippet of text that appears at the 
bottom of any message that you send, including 
original messages, replies, and forwards. Most 
signatures offer information about the sender, such 
as contact data, work information, or even a short 
quotation or saying. 





CHAPTER 5 


Getting Social 
with Windows 


You can use Windows to manage your social schedule. You can use the 
People app to store contact information, connect to social networks, 
and keep track of friends. You can use the Calendar app to schedule 
meetings, appointments, and other events. 


Details People 
— p 


Street Photography Workshop 


Response Name 


Me 


Organizer 


Start November 24, 2015 E 10:00 AM ~ | | Allday Q Paul Walker 


End: November 24, 2015 E | 12:00 PM ~ & Karen Harper 
© Calendar Vv & Millicent Peeved 


Hi, a] Aardvaark Sorenstam 


Please join us for what should prove to be a fascinating workshop on street 
photography. 


See you there! 


Paull 





Create a Contact. .... sses es osooso eooo 98 


Add Your Google Account. ... sses eseese 100 
Add Your iCloud Account. ...........-.24e.-. 102 
View a Contact ae eE E ere ee Fee site ten 104 
Edita Contact C E E E ease cits areca 106 
Assign a Photo to a Contact. . . . s.s eseese eseo 108 
Add Extra Fields to a Contact. ..........24... 110 
Filter the Contacts List. . . . .. sses eee eee 112 
Link Multiple Profiles for a Contact. .......... 114 
View Your Calendar. .........2..4-2e20esee8-. 116 
Add an Event to Your Calendar ............. 118 
Create a Recurring Event. .......s-2e sees 120 
Add an Event Reminder. .........4.2eee-ceee-68 121 
Send or Respond to an Event Invitation. ........ 122 


Customize Your Calendar. .......2.2...5e606de08 124 


Create a Contact 





ye can easily store information about your friends, family, and colleagues, as well as send 
messages to them, by using the People app to create a contact for each person. Each contact can 
store a wide variety of information, such as a person’s first and last names, company name, email 
address, phone number, and street address. 


If you already have contacts on a social network such as Facebook or LinkedIn, you do not need 
to enter those contacts manually. Instead, you can connect your social network account to your 
Microsoft account, as described in the next few sections. 


Create a Contact 





D In the taskbar’s Search box, 
type people. People 


Trusted Windo' 
© Click People. setings 
; &, User Accounts 
33 Contacts privacy settings 
Web 
E people.com/people 
Ø people 
Ø people magazine 
Store 
“+ People Search 
*~ Tagged- Meeting new people 
Music 
HE 03 People Of The Sky.mp3 


i 25 People Think They Know Me.mp3 


sa My stuff Ø Web 


people 





The People app loads. People 


© Click Add contact (+). ika Q>- E Welcome to the People 
ea 
PP: 


Showing all 


Connect accounts and social 
networks to get up-to-date contact 
Thier 


Add accounts 
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The New Contact screen 
appears. 


4 Type the contact’s name. 


Click the Phone and then 
click the type of phone number 
that you want to enter. 


© Type the contact’s phone 
number. 


©) You can click Add (+) to add 
another phone number. 


Click the Email and then 
click the type of email address 
that you want to enter. 


O Type the contact’s email 
address. 


© You can click the Email + to 
add another email address. 


© Click Save (H). 





The People app creates the new 
contact. 
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€ People 


NEW MICROSOFT ACCOUNT CONTACT 


Change label 
Mobile N 
2 
Home 
Mobile phone V <: 
T Company | 


Pager 














Home fax 
Personal email V 


Work fax 


+ Email 





€ People 


NEW MICROSOFT ACCOUNT CONTACT 


Paul Walker 


Mobile phone V x 


317-555-4321 


+ Phone 





Change label 
Work email v 


p.walker@ramblingt 


-+ Email 








+ Address 








+ Other 


Is there an easy way to send an email to a contact? 
Yes. Normally, you would use the Mail app, as described 
in Chapter 4. If you are already working in the People 


app, however, it is easier to click the person’s entry in 
the Contacts list to open the contact and then click the 


How do I record a contact’s physical address? 
With the new contact open for editing, click the 
Address ++ and then click the label you want 
for the address. In the text boxes that appear, 
type the contact’s Street address, City, State/ 





Email address you want to use. 


province, Zip/postal code, and Country/region. 
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Add Your Google Account 


ou can add your Google account to Windows to access your Google contacts (as well as your 
Google calendar and email) from your Windows computer. To do so, you must provide Windows 
with your Google account login data. 





After you have added your Google account, you can use the People app to view your Google contacts. 
You can use the Calendar app to view your Google events and appointments, and you can use the 
Mail app to view your Gmail messages. 








In the People app, People 
click More (---). a +. 
a Click Settings. | Search sins O PAUL WALKER 


Microsoft account 


Call Mobile 
P 317-555-4321 


© Paul Walker Email Work 


p.walker@ramblinghose.com 


Showing all 





The Settings screen appears. © People 
© Click Add an account. SETTINGS 


@ Click Google. 3 ea ACON Choose an account 


+ Get social apps Outlook.com 


Outlook.com, Live.com, Hotmail, MSN 


Filter contact list 
Pick which accounts you 


if co Ga Exchange 


Exchange, Office 365 


About this app A Google 0O 


Windows People 1.10159.0.0 
© 2015 Microsoft Corporation. M iCloud 
All rights reserved. 


tx Advanced setup 
of Microsoft services provided to t 
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The People app prompts you for 
your Google login data. 


© Type your Google email address. 
@ Click Next. 


@ Type your Google password. 
@ Click Sign in. 


The People app shows you what 


it will do with your Google data. 


© Click Accept. 


Windows connects your Google 
account to your Microsoft 
account. 


10) Click Done (not shown). 
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mygoog@gmail.com <Qx 


Need help? 


Forgot password? 


~ Windows would like to: 
MMI View and manage your mail 
8) Know who you are on Google 
s View your email address 
El Manage your calendars 


3) Manage your contacts 


Accept 


Can I control what type of Google content appears in Windows? 
Yes, you can configure the type of content to sync between Google and Windows and how often that 


content syncs. In the People app, click More (---), click Settings, click Gmail, and then click Change 
mailbox sync settings. People displays the Gmail Sync Settings dialog box. Click the Sync contacts and 
calendars *' and then click how often you want Windows to sync your Google data. In the Sync Options 
group, use the Email, Calendar, and Contacts switches to toggle each type of content on or off. 
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Add Your iCloud Account 


ye can add your iCloud account to Windows to access your iCloud contacts (as well as your iCloud 
calendar and email) from your Windows computer. To do so, you must provide Windows with your 
iCloud account login data. 





After you have added your iCloud account, you can use the People app to view your iCloud contacts. 
You can use the Calendar app to view your iCloud events and appointments, and you can use the Mail 
app to view your iCloud messages. 








In the People app, People 
click More (---). PEERS 4+  ....am] 


E Click Settings. | Search Settings E 2) PAUL WALKER 


Microsoft account 


Call Mobile 
p 317-555-4321 


© Paul Walker Email Work 


p.walker@ramblinghose.com 


Showing all 





The Settings screen appears. e People 
E Click Add an account. SETTINGS 


O Click iCloud. 3 Add an account Choose an account 


+ Get social apps Outlook.com 


Outlook.com, Live.com, Hotmail, MSN 


Filter contact list 
Pick which accounts you'll see gz Exchange 
ee Exchange, Office 365 


About this app FA) Google 


Windows People 1.10159.0.0 
© 2015 Microsoft Corporation. F 1 icloud OQ 


All rights reserved. 


x Advanced setup 
of Microsoft services provided to t 
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The People app prompts you for 


your iCloud login data. 
iCloud 


©) Type your iCloud email address. OSEO EN 


x 
@ Type your iCloud password. COE 


@ Click Sign-in. Password 


nerne 6 a 


We'll save this information, so you don't have to sign in every 
time. 





People prompts you to enter 


your name. 
iCloud 
ED Type the name you would like eee 


ie ate a Paul McFearied -ED 


account. 


© Click Sign-in. 


We'll send your messages using this name. 


Windows connects your iCloud 
account to your Microsoft 
account. 


10) Click Done. 





TIP 


Can I control what type of iCloud content appears in Windows? 
Yes, you can configure the type of content to sync between iCloud and Windows and how often that content 
syncs. In the People app, click More (---), click Settings, click iCloud, and then click Change mailbox sync 


settings. People displays the iCloud Sync Settings dialog box. Click the Sync contacts and calendars and 
then click how often you want Windows to sync your iCloud data. In the Sync Options group, use the Email, 
Calendar, and Contacts switches to toggle each type of content on or off. 
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fter you have added contacts and connected your other accounts to Windows, you can use 

the People app to view your contacts. The information that you see when you view a contact 
depends on how the contact was added to Windows. If you added the contact yourself, you see the 
information that you entered. If the contact was added by connecting another account to Windows, 
you see the data provided by that account. If you have many contacts, you can also use the People 
apps Search feature to locate the contact you want to view. 





View a Contact 


View a Contact a 

| 1 . In the People app, scroll the CONTACTS + 
Contacts list up or down to AARDVAARK SORENSTAM 
locate the contact you want Showing al a 
to view. A 317-355-6709 


(as) Aardvaark Sorenstam Email Personal 


asorenstam@tuborg.com 


ea Aaron Black C 
z ompany 


Tuborg Research 


© Albany Clinic 

“<) Amanda Gambill 
@ Andrea Aster 
O Athena Westlaken 


Austin Wilson 


B 
D Barry Pruett 





©) Click the contact. = 
The People app displays the ein + - 
contact’s data. PAUL WALKER <Ñ) 


Outlook 


P Call Mobile 
(555) 123-4567 
Pat Munson 
Call Work 
P Paul Evelyn (555) 987-6543 


Email Personal 
pwalker@wanderlustitd.com 


Paul Jones 


3 Paul McFedries Map Work 
800 E. 65th Street 


Paul Voyatzis Indianapolis, IN 46220 


View website 
http://www.wanderlustitd.com 


© Paula Last Company 


Wanderlust Limited 
3 Peter O'Leary 
Job title 


R President 


Ramona Foster 
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Search for a Contact 


a Click in the People app’s 
Search box. 


People 


CONTACTS + 


SS: 


Showing all 


A 


© Aardvaark Sorenstam 


PE Aaron Black 


AARDVAARK SORENSTAM 


Outlook 


Call Home 
317-555-6789 


Email Personal 
asorenstam@tuborg.com 


Company 


Tuborg Research 


© Albany Clinic 


© Amanda Gambill 


@ Andrea Aster 


O Athena Westlaken 


@) Austin Wilson 


People 


D Begin typing the name of the 


contact you want to view. 
CONTACTS 


[mi å 


Q Michelle Newcomb 


People displays a list of 
contacts with names that match 
your typing. 

E When you see the contact you 


want to view, click the name in 
the search results. 


AARDVAARK SORENSTAM 


Outlook 
Call Home 


, 317-555-6789 
Mike Fenton 


© Mike Sanders 
(MP) Millicent Peeved <£ 


Email Personal 
asorenstam@tuborg.com 


Company 
Tuborg Research 


The People app saves the 
updated data. 





How do I delete a contact? 

If you no longer need a contact, you should delete it from 
the People app to reduce clutter in the Contacts list. First, 
use either of the techniques outlined in this section to 
locate the contact you want to remove. Right-click the 
contact and then click Delete. When the People app asks you 
to confirm, click Delete. 


Is there an easier way to navigate the 
Contacts list? 

Yes. Click any of the letters that the People 
app uses to divide the Contacts list 
alphabetically. This converts the Contacts 
list to a grid of letters and you then click 
the letter you want to view. 
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f you need to make changes to the information already in a contact, or if you need to add new 

information to a contact, you can edit the contact from within the People app. While editing a 
contact, you can modify the existing information, add new information to the contact, or delete 
existing information. 


Edit a Contact 


©} In the People app, click the People 
contact you want to edit. EACT Pa 


Outlook 





P Call Home 
317-555-6789 
D Pat Munson 


Email Personal 
P Paul Evelyn asorenstam@tuborg.com 


Company 


Tuborg Research 


Paul Jones 
3 Paul McFedries 


Paul Voyatzis 


Paul Walker 
© X 


© Paula Last 


3 Peter O'Leary 


©) Click Edit (A). 


PAUL WALKER 


Outlook 


Call Mobile 
(555) 123-4567 


Call Work 
(555) 987-6543 


Email Personal 
pwalker@wanderlustitd.com 


Map Work 
800 E. 65th Street 
Indianapolis, IN 46220 


View website 
http://www.wanderlustitd.com 


Company 
Wanderlust Limited 


Job title 


President 
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People makes the contact’s 
fields available for editing. 


© Edit the existing fields as 
required. 


To add a field, click the + 
beside the field type you want 
to use and then type the data. 


©) To remove a field, move the 
mouse [= over the field and then 
click Remove (>). 


When you complete your edits, 
click Save (B). 





People saves the edited contact. 
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EDIT OUTLOOK CONTACT 


Paul Walker 


Mobile phone vv 


(555) 123-4567 
x 


Work phone V 


-+ Phone 





Personal email V 
pwalker@wanderlustltd.com 


+ Email 


People 


EDIT OUTLOOK CONTACT 


Add 
photo 


Name 


Paul Walker 








Mobile phone V 


(555) 123-4567 


+ Phone 


Personal email V 


pwalker@wanderlustltd.com 


-+ Email 


-+ Address 


Can I add other more detailed name data for a contact? 
Yes, the People app offers multiple name fields: First Name, Last Name, Middle Name, Nickname, Title, 





Suffix, Phonetic First Name, and Phonetic Last Name. To specify any of this data, follow steps 1 and 2 to 
open the contact for editing, and then click Edit () beside the Name field. In the Edit Name dialog box 
that appears, fill in the name fields as needed and then click Done. 





107 


Assign a Photo to a Contact 





y can add visual interest to the People app and make it more useful by assigning photos to your 
contacts. By default, the People app shows a standard image for each contact. For your Microsoft 
account, that image is a generic headshot, but other accounts have different images. For example, 
Google’s images consist of just the contact’s initials. Assigning photos not only improves the look 

of the People app, but it also helps you remember your contacts, particularly if they are business 
colleagues or similar acquaintances that you do not see very often. 


Assign a Photo to a Contact 


@ In the People app, click the a 
contact you want to work with. CONTET 4 


@ Click Edit (A). KAREN HARPER 


= Outlook 





K Call Home 


(317) 555-0987 
© Karen Harper £D 


Email Personal 
®© Katy Livingstone kharper@harperco.com 


© Keegan D'Souza 


Q Keven Menager 


© Kristen Watterson 


© Kristin DeMint 


Q Kristin Vorce 





People opens the contact for 
editing. 


© Click Add photo. 


Name 


C 


Home phone wv 


(317) 555-0987 





-+ Phone 





Personal email V 


kharper@harperco.com 


-+ Email 





-++ Address 
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A version of the Photos app displays your 
photos. 


H Click the photo you want to add. 


People prompts you to choose the area 
of the photo that you want to use for the 
contact. 


© Click and drag the photo to set the area 
you want to use within the circle. 


© Click and drag any of the four handles to 
set the size of the circle. 


@ Click Apply (M). 
People adds the photo to the contact. 


@ Click Save (H). 


People saves the edited contact. 


How do I change a contact’s photo? 

Follow steps 1 and 2 to open the contact for 
editing, and then click the existing photo to open 
the Photos app and see your photos. Click the new 
photo you want to use and then follow steps 5 to 8 
to set the photo position and size and save your 
changes. 





How do I remove a contact’s photo? 

If you no longer want to use a photo for a contact, 
you can delete it. Follow steps 1 and 2 to open the 
contact for editing. Right-click the existing photo 
and then click Delete photo. People removes the 
photo from the contact. Click Save ({&]) to preserve 
your changes. 
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he People app offers several other fields that you can add to a contact to store more data about 

that person or company. The default editing screen shows only a few field types: Name, Phone, 
Email, and Address. However, People also supports many other field types that enable you to store 
data such as the contact’s website address, company name, job title, and office location. You can 
also save personal data such as the name of the contact’s significant other and the contact’s birthday 
and anniversary. Finally, you can also add a Notes field to hold any other required data. 


Add Extra Fields to a Contact 


@ In the People app, click the People 
contact you want to edit. Cuc p a aos 


AARDVAARK SORENSTAM 


Outlook 





B Call Home 


317-555-6789 
ə Barry Pruett 

Email Personal 
(es) Becky Solnit «GD asorenstam@tuborg.com 
© Betsy Gratner Company 

Tuborg Research 
val Bill Surgenor 
few) Bill Watson 
© Blue Harper-Ferry 
1% Bob Mecoy 


È Brian Knittel 


© Brian Westlaken 





Se Brook Farling 


@ Click Edit (A). os 


CONTACTS +. 


Outlook 


B Call Mobile 
(555) 876-5432 
(es) Becky Solnit 
Call Work 
© Betsy Gratner (555) 987-6543 


e Bill Surgenor Email Personal 


bsolnit@wanderlustitd.com 


© Bill Watson 


© Blue Harper-Ferry 


‘Dy Bob Mecoy 


w Brian Knittel 


© Brian Westlaken 


Ex Brook Farling 
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People makes the contact’s 


fields available for editing. EDIT OUTLOOK CONTACT 
E Click the Other +. Name 
, i 
@ Click the type of field you want Cae 4 
to add. 


Add a field 


Website 


N 
Company | 


Job title 





Office location 


Significant other kiushd com | 


Birthday 





Anniversary 


Notes 





©) Fill in the data for the new aes 


field. EDIT OUTLOOK CONTACT 


BECKY SOIL 





© Repeat steps 3 to 5 to add 
extra fields as needed. 


Mobile phone V 


(555) 876-5432 


EA When you complete your edits, Work phone V 


click Save (E). 


People saves the edited contact. T Phone 


Personal email V 


bsolnit@wanderlustltd.com 


-+ Email 
+ Address 


Website x 
http://wanderlustltd.com| 5 


-+ Other 





Is there a way to add a contact’s website without having to memorize a long address? 
Yes, you can copy the address from the Microsoft Edge web browser. In the taskbar, click Microsoft Edge 


(Œ) and then navigate to the contact’s website. In the address bar, right-click the address, click Select All, 
and then either press œ+ or right-click the selected address and then click Copy. Switch to the People 
app, follow steps 1 to 4 to add the Website field, click inside the field, and then either press ©@1) +07 or 
right-click the field and then click Paste. 
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Filter the Contacts List 





y" can make a long Contacts list easier to navigate and manage by filtering it to hide certain 
contacts. For example, if you mostly use People to locate contacts for phone calling or text 
messaging, you can filter the Contacts list to hide all those contacts who do not have a phone 
number. Similarly, if you have multiple accounts added to the People app, you might find that this 
creates many duplicate entries. You can fix this problem by filtering the Contacts list to hide all 


contacts from a particular account. 





Hide Contacts Without Phone 
Numbers 


@) In the People app, scroll to the 
top of the Contacts list. 


© Click all. 


The Filter Contacts dialog box 
appears. 


© Click the Hide contacts 
without phone numbers switch 
to On. 


O Click Done. 


People only shows those 
contacts who have at least one 
phone number. 
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eople 


CONTACTS + 


Showing O 


A 


© Aardvaark Sorenstam 


¿à Aaron Black 
© Albany Clinic 


© Amanda Gambill 


@ Andrea Aster 


O Athena Westlaken 


Q Austin Wilson 
B 
D Barry Pruett 


Outlook 
Call Mobile 
(555) 876-5432 


Call Work 
(555) 987-6543 


Email Personal 
bsolnit@wanderlustltd.com 


View website 
http://wanderlustitd.com 


Filter contacts 
Hide contacts without phone numbers 
On 


Shows only the contacts you can call or text. You can still find the rest by 
searching. 





Show contacts from 


Microsoft account 


Outlook 


Gmail 
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Hide Contacts by Account a 
@ In the People app, scroll to the 5 E- CONTACTS + e 

top of the Contacts list. BECKY SOLNIT 
E Click all. ai 24 Call Mobile 


A (555) 876-5432 


fas) Aardvaark Sorenstam Call Work 
(555) 987-6543 


¿à Aaron Black Se 
Email Personal 
bsolnit@wanderlustltd.com 
© Albany Clinic 
View website 


© Amanda Gambill http://wanderlustitd.com 


@ Andrea Aster 


O Athena Westlaken 


Q Austin Wilson 
B 
D Barry Pruett 





The Filter Contacts dialog box 


Filter contacts 















j P pee a; Hide contacts without phone numbers 

©) i @) off 
cli ck th - S j nt yo i Wwa nt to Shows only the contacts you can call or text. You can still find the rest by 
hide (|| changes to C]). searching. 

O Cli ck Don e Show contacts from 


People hides the contacts from 
the account you deselected in 
step 3. 


How do I remove an account from the People app? 

If you find that you do not use the contacts from a particular account, or if a particular account contains 
all or mostly duplicate contacts of another account, you might prefer to remove that account entirely rather 
than just hiding it. Note, however, that removing an account also removes that account’s email from the 
mail app and its calendars from the Calendar app. 


If you still prefer to remove the account, click More (---) and then click Settings. Click the account you 
want to remove and then click Delete account. When People asks you to confirm, click Delete. 
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Link Multiple Profiles for a Contact 





Yr can make your Contacts list more manageable and more useful by linking two or more contacts 
that are profiles of the same person. When you add multiple accounts to the People app, you might 
end up with the same contact listed two or more times. If those profiles contain different data — for 
example, one might contain personal information while the other contains work information — it is 

a hassle to try to remember which is which. A better alternative is to link those profiles, which tells 
People to display all the contact’s data in a single profile. 





In the People app, click one cople 
of the profiles that you want REEN 4 


to link 
© Click Link (5). K 


1s Karen Harper =n 
Outlook 


© Karen Harper Call Home 


(317) 555-0987 
® Katy Livingstone 





Email Personal 
© Keegan D'Souza kharper@outlook.com 


Q Keven Menager 


frw) Kristen Watterson 


© Kristin DeMint 
Q Kristin Vorce 
P Kyra Ferry 

The Links for Contact screen r eek 
appears (where Contact is the E ene E 
name of the contact you click 
` Linking multiple profiles for this contact lets you see all their info in one place. 
in step 1). 





Linked profiles 


AA Karen Harper 
Į ú. Outlook 
Choose a contact to ine <>) 


€ Click Choose a contact to link. 





114 





The Choose a Contact dialog box 
appears. 


© Click the contact you want 
to link. 


People links the contacts and 
returns you to the Links for 
Contact screen. 


©) The linked contacts appear here. 


© Click Back (<) to return to the 
Contacts list. 


The contact’s Link icon (Sj) now 
displays the number of linked 
profiles. 


Can I remove a linked profile from a contact? 
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Choose a contact 


© Karen Harper ~<@ 
` 

e Katy Livingstone 

© Keegan D'Souza 

Q Keven Menager 

fw) Kristen Watterson 


© Kristin DeMint 


© Kristin Vorce 
O Kyra Ferry 





« People 


LINKS FOR KAREN HARPER 


Linking multiple profiles for this contact lets you see all their info in one place. 





Linked profiles 


j Karen Harper 
t ú. Outlook A 
Karen Harper 
Outlook 


Choose a contact to link 





Yes. In some cases, you might find that you prefer to keep two separate profiles for a particular contact. 
For example, if you have separate business and personal profiles for a contact and both those profiles 
contain a great deal of information, you might find that the combined profile is too confusing or cluttered. 


To unlink a profile from a contact, click the contact and then click Link (œ). In the Links for Contact 
screen, click the linked profile that you want to remove. When People asks you to confirm, click Unlink. 
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View Your Calendar 





wii" comes with a Calendar app to enable you to manage your schedule. To create an event 
such as an appointment or meeting, or an all-day event such as a conference or trip, you select 
the date when the event occurs. 


Calendar lets you change the calendar view to suit your needs. For example, you can show just a 

single day's worth of events if you want to concentrate on that day’s activities. Similarly, you can 
view a week's or a month's worth of events if you want to get a larger sense of what your overall 
schedule looks like. 





View Your Calendar 





View Events by Month 
Gy On the Start screen, click Calendar 
(not shown). October 2015 


Note: When you first start Calendar if Sunday Monday Tuesday Wednesday Thursday Friday Saturday 
Windows asks if the app can use your location, aiai cA 29 30 10/1 2 3 
click No. 


@ Click Month. 


Your calendar for the month appears. 


E Day [=] Work week [=] Week E] Month a 2 ly 





€p Move the mouse (È) and then click A 


and w to navigate the months. ° 


Note: On a touchscreen PC, you navigate the 
months by swiping up and down on the screen. 





View Events by Week 
@ Click Week. 


© To see just Monday through Friday, click October 2015 


Work week instead. Sunday Monday Tuesday Wednesday Thursday Friday Saturday Sur 
4 5 6 7 8 9 10 1 


Your events for the week appear. 


© Move the mouse (Ù) and then click < 
and > to navigate the weeks. 


Note: On a touchscreen PC, you navigate the 
weeks by swiping left and right on the screen. 
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View Events by Day 
@ Click Day. 


The events for a single day 
appear. 


@ Move the mouse (È) and then 
click € and > to navigate 
the days. 


Note: On a touchscreen PC, you 
navigate the days by swiping left 
and right on the screen. 


View Today's Events 
@ Click Today. 


Calendar navigates the current 
view to include today’s date. 
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October 2015 


Monday 
5 


June 2015 


Tuesday 
30 





Are there any techniques that I can use to navigate the calendar? 
Yes, you can use the mini calendar that appears on the left side of the Calendar window. If you do not see 


= 


Work week Week Month Today 


Week Month 


the mini calendar, click Menu (=) in the upper left corner of the Calendar window. Position the mouse ([*) 
over the mini calendar and then click “s and w to navigate the months. (On a touchscreen PC, you 
navigate the months by swiping up and down on the mini calendar.) Then click the day you want to view. 
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Add an Event to Your Calendar 


y" can help organize your life by using the Calendar app to record your upcoming events — 
such as appointments, meetings, phone calls, and dates — on the date and time that they are 
scheduled to occur. 





If the event has a set time and duration — for example, a meeting or a lunch date — you add the 
event directly to the calendar as a regular appointment. If the event has no set time — for example, 
a birthday, anniversary, or multiple-day event such as a sales meeting or vacation — you can create 
an all-day event. 





Add an Event to Your Calendar 


D In the Calendar app, navigate to the 
date when the event occurs. 


October 2015 


Tuesday 


@ Click the time when the event starts. 27 


Note: If you are currently in Month view, 
click the day the event occurs. 


©) Type a name for the event. 
4 Type the event location. ooo : 
© Click More details. Lunch with Karen =} 


12:00PM  v_| 1:30PM (1.5 v~ All day 


mA x 


Calendar Vv 


Q>- deta 


Calendar displays the event details 


screen. 
. . Save & Close i] Delete | Show As: | Busy Reminder: | 15 minutes Q Repeat ĝ 
QO If the start date and/or time is 
incorrect, use the Start controls to = Deas peee 
select the correct start time. ee Karen 
ED If the end date and/or time is ee ae 
Langdon Hall Me 
incorrect, use the End controls to ® 


Start: October 27, 2015 E 12:00 PM All day 


select the correct end time. 


End: October 27, 2015 Fi 4:30PM 





12:00 PM (0 mins) 
Calendar 


12:30 PM (30 mins) 
Event Description 

1:00 PM (1 hour) 

1:30 PM (1.5 hours) 


2:00 PM (2 hours) 


1 18 2:30 PM (2.5 hours) 
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O Use the large text area to type 
notes related to the event. Home 


© Click Save & Close. Save & Close [il] Delete | Show As: | Busy Reminder: | 15 minutes Q 


< Details People 


Lunch with Karen Invite somed 


Response Na 


Langdon Hall 
angdon Ha Q“ 


Start October 27, 2015 È] | | 12:00 PM All day 
End: October 27, 2015 $] | 30 PM (1.5 hours) y 


© Calendar 


Don't forget to bring the tickets! =] 


©) Calendar adds the event to your = 
schedule. _ Day [=] Work week Week Month Today 


To make changes to the event, October 2015 


you can click it. 
Tuesday 


21 





How do I set up an event that has no set time, such as an anniversary or conference? 
Any activity that has no set time or that takes up one or more entire days is called an all-day event. 


Examples include birthdays, anniversaries, conferences, trade shows, and vacations. To specify such an 
event, follow steps 1 to 4 to start a new event, click All day ([_] changes to |#|), and then click Done. 
The all-day event appears as a banner at the top of the date when you are in Day or Week view. 
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Create a Recurring Event 





f you have an activity or event that recurs at a regular interval, you can create an event and 
configure it to automatically repeat in the Calendar app. This saves you from having to repeatedly 
add the future events manually because Calendar adds them for you automatically. 


You can repeat an event daily, weekly, monthly, or yearly. If your activity recurs every day only during 
the workweek, such as a staff meeting, you can also set up the event to repeat every weekday. 





1) Follow the steps in the 
previous section, “Add an 
Event to Your Calendar,” 
to create an event. 


© Click Repeat. 


E Click the repeat interval that 
you want to use. 


©) You might also be able to 
further refine your choice, such 
as choosing the specific day of 
the week for the Weekly 
interval. 


O If needed, use the End 
calendar control to select the 
last recurrence. 


@ Click Save & Close. 


Calendar adds the future 
events using the interval that 
you specified. 


Note: To edit a recurring event, 
right-click it and then click either 
Edit occurrence to edit just that 
occurrence or Edit series to edit 
every occurrence. 
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Calendar 


Save & Close [ll] Delete | Show As: | Busy 


< Details 
Running group 


High Park 
9:00 AM ¥ | 10:30 AM kí All day 


<> Every Sunday, effective 9/6/2015 from 9:00 AM to 10:30 AM 


Calendar Vv 


Event Description 





Calendar 
Home 


Save & Close [il] Delete Show As: Busy Reminder: 


< Details 
Running group 


High Park 
9:00 AM ¥ | 10:30 AM ¥ All day 


4 Every Sunday, effective 9/6/2015 from 9:00 AM to 10:30 AM 


Calendar Vv 


Event Description 





Reminder: 


15 minutes 


Repeat 
Start September 06, 2015 


Weekly 
Every day 
Every weekday 
Weekly 
Day 6 of every month 
The first Sunday of every month 


Every September 6 


15 minutes Q Repeat ĝ 
Repeat 


Start September 06, 2015 E 


Weekly 


Every | 4 {Ț{ week(s) on 


= End: Never 
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Yr can help make sure that you never miss a meeting, appointment, or other event by setting up 
the Calendar app to remind you before the event occurs. A reminder is a notification message that 
Windows displays at a specified time before the event occurs. By default, Calendar adds a 15-minute 
reminder to each event, but you can change that to a more suitable interval. 








Add an Event Reminder 


@ Follow the steps in the Calendar 
section “Add an Event to Home 
Your Calendar,” earlier in this Save & Close [il] Delete | Show As: Busy Reminder: | 15 minutes <Q: A 











chapter, to create an event. 


@ Click the Reminder w. 


Details People 
— p 


Lunch with Karen Invite someone 


Response Name 


Langdon Hall 
angdon Ha Q“ 


Start October 27, 2015 E] 12:00 PM All day 
End: October 27, 2015 fF] 430PM 


Don't forget to bring the tickets! 





© Click the length of time Caena 
before the event that you Home 
want the reminder to appear. Save & Close [ll] Delete | Show As: Busy Reminder: | 1 day E Q Repeat a 
° None 
O Click Save & Close. < Details eople 
0 minutes 
Calendar saves the event | Lun ee Karen Se, vite someone 
and later reminds you of it i 
. . esponse ame 
beforehand, according to the Langdon Hall ISMN B a 
time that you select. 30 minutes 


Start October 27, 2015 E 12:00 PM 


1 hour 


End: October 27, 2015 Fi | 130 PM 


12 hours 


Don't forget to bring the tickets! 1 day <& 


1 week 
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Send or Respond to an Event Invitation 





he Calendar app has a feature that enables you to include people from your Contacts list in your 
event by sending them invitations to attend. If you receive an event invitation, you can respond 
to it to let the person organizing the event know whether you will be attending. 


The advantage of this approach is that when other people respond to the invitation, Calendar 
automatically updates the event. When you receive an event invitation, the email message contains 
buttons that enable you to respond quickly. 





Send an Event Invitation 


Follow the steps in the section 
“Add an Event to Your Calendar,” 
earlier in this chapter, to create 
an event. 


© In the People list, specify a 
person that you want to invite: 





If the person is in your Contacts 
list, type the person's name. 


If the person is not in your 
Contacts, type the person's 
email address. 


E Press (2002. 


O Repeat steps 2 and 3 for each 
person you want to invite. 


E) Type a note that will appear with 
the invitation. 


@ Click Send. 


Calendar saves the event and 
sends the invitation. 
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Save & Close [i] Delete Show As: | Busy 
< Details 
Street Photography Workshop 
Bresson’s Cameras 
Start November 24, 2015 10:00 AM v 
End: November 24, 2015 12:00 PM 
Calendar 


Event Description 


Calendar 


Uli] Delete Show As: | Busy Reminder: 


ram Details 


Street Photography Workshop 


Bresson's Cameras 


Start November 24, 2015 fF] 10:00 AM {v 


End: November 24, 2015 E] | 12:00 PM 


Calendar 


Hi, 


Reminder: 15 minutes 


Q Repeat ĝ 


People 


Paul Walker 
Paul Walker 


R pwalker@wanderlustitd.com 


( Search contacts and directory 


All day 


15 minutes Q Repeat ĝ 
People 


nvite someone 


Response Name 


Me 
Organizer 
All day © Paul Walker 
© Karen Harper 
© Millicent Peeved 
A] Aardvaark Sorenstam 


Please join us for what should prove to be a fascinating workshop on street 


photography. 


See you there! << 


Paul 





CHAPTER 


Getting Social with Windows 5 





Handle an Event Invitation 


+ New event November 2015 
© Cli ck M ai l (0) , EE E Sunday Monday Tuesday Wednesday Thursday Friday 


Su Mo Tu We 3 4 > 6 


Election Day 


11 


Veterans Day 


Y Gmail 


v Microsoft account 


Windows switches you to the 
Mail app. v Outlook | 26 27 


@ Click the invitation. 
@) Click the button that represents 


your reply: 1 
©) Click Accept if you can attend 
the event. © Reply Reply All @ Invite More 
. Sea, nos Street Photography Workshop 
© Click Tentative if you are ae”. ae O 
currently not sure whether you ee a A @ ra 
tte n d To: logophilia@outlook.com; Aardvaark Sorenstam; Millicent Peeved; Karen; 
Cana ; 
= Street Photography Workshop 
© Click Decline if you cannot pI cia Baa 
attend the event. O Accept ? Tentative v X Decline <Q 
4) If you clicked either Tentative © tis meeting could nfn onyo Edit the response before sending 
or Decline, choose whether you H, Please join me for whet provet! Seng the response now 
want to edit your response, send Don't send email to the organizer 


the response right away, or not 
send a response. 


Click Calendar (F) to return to 5 
the Calendar app. 


If I click Tentative, how do I later either If I am not sure whether to accept an invitation, can I 
accept or decline the invitation? check my calendar? 
When you click Tentative, Windows temporarily Yes. The invitation message includes a link to your 





adds the event to the Calendar at the date and | calendar that automatically displays the date on which 
time specified in the invitation. To respond the event occurs. Click the message and then click View 
definitively, open the event details and then calendar. Windows opens the Calendar app and displays 
click either Accept (v ) or Decline (}¢). the event date so that you can check your schedule. 
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Customize Your Calendar 





(enn is a useful tool right out of the box, but it comes with a decent collection of 
customization settings that you can use to make the app even better. For example, you can 
specify a first day of the week other than Sunday. You can also specify which days are in your 
workweek and which hours are in your workday. You can also display week number and change the 


Calendar colors. 





@ Click Settings (<). 
@ Click Calendar Settings. 


The Calendar Settings pane 
appears. 


© Click the First Day of Week 
w and then click the day you 
prefer to use as the first of the 
week. 
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Calendar 


+ New event 


October 2015 
Su Mo Tu 


vV Gmail 
v Microsoft account 


v Outlook 


M m 


Calendar 


+ New event 


October 2015 


Su Mo Tu 


vV Gmail 
v Microsoft account 


v Outlook 


Mb 


Mi Day [=] Work 


October 2015 


Sun Mon Tue 
9/27 28 29 


9a Runn 


4 


9a Runn 


11 12 


9a Runn Columb 


19 


Mi Day = [| Work 


October 2015 


Sun Tue 


9/27 29 


9a Runn 


12 


Columb 


19 


27 


Settings 


Accounts 


Calendar Settings Da2] 


Weather Settings 


Help 


Trust Center 


Feedback 


About 


< Calendar Settings 


Week 
First Day of Week 
Sunday =<) 

Sunday 
Monday 
Tuesday 
Wednesday 
Thursday 
Friday 


Saturday 


Saturday 


9a Runn 12p lt Working Hours 
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@ Use the Days in Work Week 


check boxes to define your < Calendar Settings 


workweek. 

+ New event October 2015 _ Days in Work Week 
Click the Start time al and October 2015 Sun Tue Sunay 
then click the End time w to ae 9/27 29 | [vee 


define the beginning and end of 


your workday. o 


1 
2 v. Friday 


Columb 
Saturday 


vV Gmail i 


. Working Hours 
vV Microsoft account 


Start time 
v Outlook 


End time 





ca | Week Numbers 


© If you want to display week 
numbers in the calendar, click 
the Week Numbers and then 
click an option (see the Tip for 
an explanation). ee 


Mo Tu v Friday 


< Calendar Settings 


+ New event 


CD In the Calendar Color Options 
section, click the color option 


Saturday 


you prefer (© changes to @)). kid 
Start time 8:00 AM ~ 
O Click outside the Calendar Pe a 
Settings pane to close the pane. 2 3 E com SN 
Calendar puts the new settings par a xg Hor QO 


1 nto effe ct. v Microsoft account Runr Calendar Color Options 


v Outlook 26 C= @ Light Colors 


a 12p Lı Bright Colors 
= 





TIP 


What is the difference between the two Week Number options? 
Besides the default option of None, the Week Number list offers two numbering options: 


First Day Of Year — If you select this option, Calendar designates week 1 as the week that contains January 


1, even if that week contains one or more days from the previous year. 


First Full Week — If you select this option, Calendar designates week 1 as the first full week that occurs in 
the year, even if the previous week contains one or more days from the current year. 
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CHAPTER 6 


Performin 
Day-to-Da 
Tasks with Apps 


You can use the Windows apps to perform many useful tasks, including 
searching for apps, settings, and files; getting directions; looking up a 
weather forecast; tracking a stock; and getting the latest sports news. 


: City or ZIP Code 


Feels Like 96° Wind 4 6mph Barometer 29,83 in 
h Visibility 11mi Humidity 73% Dew Point 75° 





Search Your PUT E T tse ee ee eee ese eee 128 


Configure the Cortana Voice Assistant. ......... 130 
Display a Location on a Map .........2.24-2e6-. 132 
Get Directions to a Location .... sss sss see 134 
Check Your Weather Forecast. .........+2e6- 136 
Check Another City’s Weather Forecast ......... 138 
Perform Calculations. ........2..4.262e2ceee8-. 140 
Get the Latest News ...... 2.2.2.2 eee eevee 142 
Tracka Stock TE EFTE eee ace ee T 144 
Follow Your Favorite Teams. . . . sss esenee oeoo 146 
Foda Recipe T ET ee ET e EEE ee ore a N TET. 148 
Look Up Health Information . . . . s. seese eseo 150 
Set an Alarm SEE E E E E enor. 152 


Write: a Note o a a a a a ee eee a a a a’, 154 


Search Your PC 


fter you have used your PC for a while and have created many documents, you might have trouble 
locating a specific file. You can save a great deal of time by having Windows search for your 
document. 





You can use the Search feature to look for apps, system settings, and documents on your PC, as well 
as websites on the Internet. If you are working with File Explorer, you can also perform document 
searches using the Search box in a folder window. 





Search Your PC 


Search from the Taskbar 
@& Click inside the Search box and type Weenie a 


yo ur searc h text Last modified: 2/28/2014 


|= Working with PowerPoint Slides.docx 





© Windows displays the top apps, i last modifed 2252014 
settings, and documents with names B o Work Notes. 
2 = Rich Text Document 
that include your search text. Last modified: 6/21/2006 
` E Working with Investments.xlsx 
@ Windows displays other search nsx Fie 
Last modified: 5/16/2006 
results here, organized by category =a 
(such as Settings). Manage Work Folders 
© Set up PIN sign-in 
@ If you see the app, setting, or document & berais ee oana 
that you want, you can click it. © Enroll in device management (MDM) 
D If you do not see the item you want, :: wu- Web 
click My stuff. ME or 


Windows displays a larger selection of week 
search results. 


Sort: Most Relevant v Show: [yy Ø Search the web 
° : Documents 
© Click the Show w and then click a M settings rice 


This Device Settings See all 29 
Photos 
. i Videos 

Fai Enroll in device managemq Music 


category. 





Fad Rename your PC or join a domain 


red Set up PIN sign-in 


pad Connect your device to your work or school cloud domain 


Fe Connect your device to your work or school domain 


Ead Disconnect your device from your work or school 


Documents 


work 
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Windows displays the category E wa 
items that match your search 
text. 


Sort: Most Relevant v Show: Documents v Ø Search the web 


This Device See all 66 


O Click the Item yo u want. À 5 Introducing Cloud Computing - OneDrive Version.docx 6/12/2015 12:32:46 PM 


C:\Users\paulm\OneDrive\Documents 
Chapter 1 Introducing Cloud Computing We are used to seeing fads come and ga 


Windows opens the app, 
setting, document, or website. Introducing Cloud Computing.docx 6/12/2015 12:19:57 PM 


C:\Users\paulm\OneDrive\Documents 
Chapter 1 Introducing Cloud Computing We are used to seeing fads come and ga 


Introducing Cloud Computing.docx 5/13/2015 2:53:58 PM 
C:\Users\paulm\Documents 
Chapter 1 Introducing Cloud Computing We are used to seeing fads come and go, 


New Words in the Modern Workplace.rtf 4/9/2015 10:47:41 AM 
C:\Users\paulm\OneDrive\Documents 
New Words in the Modern Workplace If you've been working so hard lately that y 


9781118932209-ffirs_PP1.qc.pdf 9/14/2014 4:01:20 PM 
C:\Users\paulm\OneDrive\Documents\iPhone 6 PG 
iPhone® PORTABLEGENIUS by Paul McFedries 01_9781118932209-ffirs.ind 


INTNAAANNYIIIAN -L4 A AMA me =- HS 


Search from a Folder Window 


Home Share View Search 


° ° |_| Current folder T Kind + # Recent searches 
@ Click File Explorer (H). 3 i X 


D Size 7 £ Advanced options 7 





= e y : Open file Close 
PC R Search againin* modified 7 D Other properties 7 H Save search location search 


o Open the folder you want to search. RA oe ee 
. € ~ A El > Search Results in Documents > v & budget| E x 
&) Type your search text in the Search r 


J Quick access Budget = Size: 76.9 KB 
b OX. Documents t 


[Œ] Pictures t 2016-2017 Budget Notes.docx Size: 18.1 KB 
© As you type, Windows displays the ee a — 
: Ð Music | l Budgetxisx Size: 15.9 KB 
folders and documents in the current [Wl Videos ; 10/24/2006 12:11 PM 
7 i Budget N tes.d ize: 20. 
folder with names, contents, or a OneDrive Z) dget notesdox «i Siaa 
keywords that match your search text. meets Budget Variances.xism Size: 132 KB 
oi Network Date modified: 5/31/2006 8:33 PM 
@ If you see the folder or document that "$ Homegroup kot ee 


yo u Wa nt 7 do u b le- C li C k it. Hardware Presentation.ppt Size: 15.1 MB 


Date modified: 3/8/2005 2:23 PM Authors: Paul McFedries 


Th e fo lde ror d ocume nt o pe ns : Introducing Cloud Computing.docx Size: 196 KB 


TIPS 


Can I restrict my folder searches to a particular file Is there any way to tell Windows that I 
type? specifically want to search for settings? 
Yes, you can tell File Explorer to search only one of more Not directly, but the Settings app does have 














than 20 different file types, including documents, music, a search feature. Click Start (FA), click 
and pictures. In File Explorer, click inside the Search box Settings, and then use the Search box to 
and then click the Search tab in the ribbon. Click the Kind | type a word or phrase for the setting you 
and then click the type of file you want to find. want. 
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Configure the Cortana Voice Assistant 





f you have a microphone attached to your PC, you can use it to search for information on your 

computer and on the web by using voice commands. To set up this feature, you need to configure 
Cortana, the Windows 10 voice assistant. Cortana knows what is on your PC and what is available on 
the web. Although you can still type searches as described in the previous section, “Search Your PC,” 
once Cortana is configured you can run searches and other tasks using verbal commands that you 
speak into your microphone. 














| Configure the Ci 




















@ Click inside the Search box. 


Windows asks if you want to get 
started with Cortana. 


@ Click Next. 


| can remind you to do something at a 
particular time, place, or both. 





Not interested 


F 1 
Search the web and Windows D 1) 








Windows displays the Cortana 
user agreement. 


© Click I agree. 


To let Cortana do her best work, Microsoft 
collects and uses information including your 
location and location history, contacts, voice 
input, searching history, calendar details, 
content and communication history from 
messages and apps, and other information 
on your device. In Microsoft Edge, Cortana 
collects and uses your browsing history. You 


can always tinker with what Cortana 
remembers in the Notebook, disable 
Cortana in Microsoft Edge, or turn Cortana 
off entirely. 


No thanks 


Search the web and Windows 
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Cortana asks you to enter your 
name. 


4) Type your name (or whatever you 
would like Cortana to call you). 


© Click Next. 


Search the web and Windows 





Cortana displays some sample 


interests. 
O Click Got it. 
You can now use Cortana to I've picked a few starter 
h PC V interests. Add others or remove 
searc your s ones that don't suit you any 


time. 


Get Interests 


Black Lives Matter interrupts Toronto police 
board over Andrew Loku death 
“BC 22 Toli 


| Pan Am boom is a bust for 


monuminten ann a o 


Ask me anything 





TIPS 


How do I use Cortana? How do I adjust Cortana’s settings? 
Display the taskbar and then click Talk (i) inside the Search Click inside the Search box, click Menu (=), 
box. You then see the prompt “Ask me anything” in the Search | and then click Settings. To change the 


box. You can then either speak your search text or specify an name Cortana uses for you, click Change my 
action, such as calling a contact, creating a calendar entry, name. If you no longer want to use Cortana, 
setting an alarm or reminder, or taking a note. click the Cortana switch to Off. 
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Display a Location on a Map 





ye can use the Maps app to display a location on a map. Maps is a Metro app that displays digital 
maps that you can use to view just about any location by searching for an address or place name. 


When you first start the Maps app, Windows asks if it can turn on location services, which are 
background features that help determine your current location and offer this information to apps 
such as Maps. For the best results with Maps, you should allow Windows to turn on location services. 












@l) In the taskbar’s Search box, 


type maps. [o] Maps < 
Mi Trusted Windo ore app 
© Click Maps. BME setting 

net #33 Choose a default map app 
#33 Manage map updates 
®© Delete downloaded maps 
%33 Offline maps settings 
Store 
BH) HERE Maps 
Fā Maps App + 
Web 
Ø maps 
Ø maps google 
Ø maps bing 


Ø maps credit union 


sm My stuff 


maps| 


pen ee 


Maps, the app asks if it can use 
your location. Let Windows Maps access your location? 


E) Click Yes. To change this later, go to the Settings app- 
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@ Type the address or the name of 
the location. 


E) Click the location in the search 
results. 


To see a list of matching 
locations, you can click Search 
(2) and then click the location 
you want. 


Maps displays the location on 
the map. 


Maps displays information 
about the location. 


You can click Zoom in (55) 
and Zoom out (E3) to see 
more or less map detail. 


» You can click Show my 
location ((O)) to see your 
current location. 


You can click Back (<) to 
hide the location information. 


How does Maps know my location? 


ow 
P 
© 
X 
A 


© International Center of Photography 
1114 Avenue Of The Americas At 43rd St, 


New York, NY, 10036 


= | Maps 


International Center of Photography 2 


1 International Center of 
Photography 
1114 =A 


Grég’W. from Foursquare 


7 SRT 


Streetside 


xX O & n 


Overview 


The International Center of Photography (ICP) is a 


world-class museum & school dedicated to 
exploring the possibilities of the photographic 
medium through dynamic exhibitions & 


First, it looks for known Wi-Fi hotspots, which are commercial 


establishments that offer wireless Internet access. Second, if you are 
connected to the Internet, Maps uses the location information embedded 
in your unique Internet Protocol (IP) address. Third, if your PC has a Global 
Positioning System (GPS) receiver, Maps uses this GPS data to pinpoint 


your location to within a few feet. 


5 








© 2015 HERE, © 2015 Microsoft Corporation 


X 
SO 2015-HERE © 2015 Microsoft Corporation 


Can I turn off location 
services? 

Yes. Click Start (H) and then 
click Settings. In the 
Settings app, click Privacy, 
click Location, and then click 
the Location switch to Off. 
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Get Directions to a Location 





Ber displaying locations, Maps also recognizes the roads and highways found in most cities, 
states, and countries. This means that you can use the Maps app to get specific directions for 
traveling from one location to another. 


You specify a starting point and destination for a trip, and Maps then provides you with directions 
for getting from one point to the other. Maps highlights the trip route on a digital map and also 
gives you specific details for negotiating each leg of the trip. 





z 
a 
3 


@ Click Directions (Œ). 


Ill 


jà 
> + © v0 B 





North 
Atlantic Ocean 


Maps 


Click the travel method: Driving (&), 
Transit (4), or Walking (9). 


€ 


DIRECTIONS 


Note: Maps assumes that you want to 
start at your current location. If that is 
true, skip step 3. 


> + DY 0 B 


‘Cy Type the name or address of the 
location where your journey will 
begin. 


North 
Atlantic Ocean 


O Type the name or address of your 


destination and then press (=.=). 





© 2015 HERE, © 2015 Microsoft Corporation 
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) Maps displays an overview of E ven: 
the route = DIRECTIONS 


The Maritime Hotel 


) This area tells the distance and 
approximate traveling time by 


International Center of Photography 


o£ 13 min (2.4 mi) 
the chosen travel method. Light traffic 
* a g 
This area displays the various a The Maritime Hotel 


Head southeast on W 16th St. 


legs of the journey. 


@) Click the first leg of the trip. Tum left onto 6th Ave/Avenue ofthe 


Turn right onto W 26th St. 
Turn left onto Madison Ave. 


Turn left onto E 43rd St/David Ben 
Gurion PI/David Gurion PI. 


0.3 mi = vat Bn 
Turn right onto 6th Ave/Avenue of the ehretonhe > ~ c 29/5 HERE, € © 2015 Microsof Corporation 


Maps zooms in to show you just that BER ves 
leg of the trip. = DIRECTIONS 


The Maritime Hotel 


O As you complete each leg of the 
trip, click the next leg for further ae 


instructions. Light traffic 
im & 


International Center of Photography 


The Maritime Hotel 
Head southeast on W 16th St. 


Ta left onto 6th Ave/Avenue of the 


ih S 
tm : rs. 
fe) 
V 2 Seas + 
Americas. oe STRIC 
0.5 m 
Turn right onto W 26th St. 
Gansevoort St. 
0.3m 


Turn left onto Madison Ave. Jane-St 
W-—12th-St 


0.8 m Bethune-St 
Turn left onto E 43rd St/David Ben 


Gurion PI/David Gurion PI. gank St 
<< 


3m N ) 
0.3 f: 55 
Turn right onto 6th Ave/Avenue of the T) WEST © 2015 HERE, © 2015 Microsoft Corporation 





Can I get traffic information as I follow the directions provided by Maps? 

Yes. Click Map views (f=) and then click Traffic to see the current traffic conditions: 
e Green means traffic is moving normally on that route. 

e Yellow means traffic is slower than normal. 

e Orange tells you that traffic is slow. 

e Red means traffic is heavy. 
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ou can use the Weather app to view your city’s current conditions and five-day forecast. The 
i Weather app takes advantage of the MSN Weather service provided by Microsoft, which uses 
several online weather resources to obtain up-to-the-minute conditions and forecasts. 


The Weather app can check the forecast for a default location that your specify, or for your current 
location, which uses Windows location services to determine your location and display the forecast. 
If you would prefer to see the forecast for some other location, see the next section, “Check Another 
City’s Weather Forecast.” 


( T Cd! € d ) i a d it L O C aL or ©) Paul McFedries 

@ Click Start (H). oY 
Snipping Tool 

@ Click Weather. aan 


cs} Get Skype 


Alarms & Clock 


= Windows PowerShell 


The Weather app appears. The 
first time you start the program, 
it asks you to specify a default 
temperature unit and location. 


@ Click Fahrenheit or Celsius 
(© changes to @)). 
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@ Begin typing the name of the 
default location you want to 
use. 


© When you see the location in 
the list, click it. 


Indiana 


Indiana 
Pennsylvania, United States 


Indianapolis ~~ 

Indiana, United States 

Indiana Beach 
Weather displays the location’s Meath 
current conditions and forecast. fie Forecast 


Indianapolis, IN 


Check Your Current Location 


z f O F 
Forecast 86 


@ Click Settings (E). i | T-Storms 


Feels Like 96° Wind 4 6 mph Barometer 29.83 in 
Visibility 11mi Humidity 73% Dew Point 75° 


Sun 19 Mon 20 Tue 21 Thu 23 Fri 24 
ES S 
87° 70° 85° 69° 85° 69° wi 87823: 89° 7 > 


Mostly Cloudy Mostly Sunny Mostly Sunny Partly Sunny Mostly Su 


24 Summary Details 


@ Click Always detect my location 
(© changes to ‘@)). 


Weather determines your current > 
location. Credits About 


2 G Show temperature in: 
G Click Back (5). © Fahrenheit O Celsius 
Weather displays your current ETEN 
location's conditions and forecast. Bap © Always detect my location 


O Default Location 





lanapous, N 


TIPS 


Why does the Weather app say, How can I see my city’s forecast when I start the Weather 
“Your location cannot be found”? app? 
You have turned off location services. If your city is the only one added to Weather, then you see your 


Click Start (EH), click Settings, click forecast when you start the app. Otherwise, make your city the 
Privacy, click Location, and then click apps default location. To do this, open the Weather app, click 
the Location switch to On. Click the Settings (J), click Default Location ({ changes to ‘@!), and 
MSN Weather switch to On. then type the name of your city in the text box. 
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Check Another City’s Weather Forecast 





ou can use the Weather app to view another city’s current conditions and five-day forecast. The 

Bing Weather service uses online resources to obtain up-to-the-minute information on the current 
conditions and weather forecasts for hundreds of locations around the world. If you are going to be 
traveling to another city or if you are simply curious about the weather conditions elsewhere, you 
can use Maps to look up the weather forecast for most cities around the world. 




















BARE 
iY | 








O In the Weather app, click 
Menu (=). 


The menu appears. 


@ Click Places. 


The Places screen appears. 


© Click Add (++). 
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Forecast 


Forecast Å Heat - Advisory 


Maps Indianapolis, IN 


oO F 
Historical Weather C 


Places 
‘ 2 


News 


T-Storms 


Feels Like 96° Wind 4 6mph Barometer 29.83 in P, 
Visibility 11mi Humidity 73% Dew Point 75° | F 
Send Feedback 


Mon 20 Tue 21 
Ey 
87° 70° 85° 69° 85° 69° 85° 71° 


Mostly Cloudy Mostly Sunny Mostly Sunny Mostly Sunny 


“4 Summary 


Weather 





Favorite Places 


+9 
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D Type the name of the city whose | weather 


weather you want to view. Pe pea merce 


@ As you type, Weather displays 
place names that match. 


E) When you see the location that 


you want, click it. Add to Places 


C Penryn 
England, United Kingdom 


Penrith 
England, United Kingdom 


Penrose 
Colorado, United States 


Penrith 
New South Wales, Australia 


Penrhyndeudraeth 
Wales, United Kingdom 





© Weather adds the location to 
the Places screen. 


QO Click the location. 


Weather displays the city’s 
current conditions and forecast. 


Favorite Places 
Penrith, United Kingdom 


a 63° > 9 mph 
50° è 70% 


Mostly Cloudy 





TIPS 


How do I switch between Fahrenheit and Celsius? | How do I remove a city? 
In the Weather app, click Menu (=) and then click To remove a location from the Places screen, follow 


Settings to open the Weather app’s Settings pane steps 1 and 2 to display the Places screen, right- 
with the General tab displayed. Then click either click the city that you want to remove, and then 
Fahrenheit or Celsius (‘_) changes to ‘@)). click Remove from Favorites (>). 
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Perform Calculations 





y can use the Calculator app to make calculations and to convert numbers from one unit to 
another. The app comes with a Standard calculator that you can use or basic calculations such 
as addition, subtraction, multiplication, and division. For more advanced calculation, use either the 
Scientific or the Programmer calculator. 


Calculator also comes with a number of converters that you can use to one value to a different unit. 
For example, you can use the Length converter to change centimeters to inches, or the Weight and 
Mass converter to change kilograms to pounds. 





Perform Calculations 


Start the Calculator mT 
@ In the Search box, type calc. canis QD) 
fy 


@) Click Calculator. ne 


© calculator 

Ø calculator free 

PY calculator google calculator 
Ø calculus 

Ø calculator invention 
Ø calculator online 
© calculate bmi 

Store 

<= Calculator Free 

@ LOVE CALCULATOR. 
Documents 


[] Present Value Calculator.xlsx 


aa My stuff Ø Web 


The Calculator app appears. Calculator 


1 = CALCULATOR History Memory 


Select a Calculator 
or Converter 


© Click Menu (=). Scientific 


. Programmer 
@) Click the calculator or converter 


you want to use. CONVERTER 


Volume 

Length 

Weight and Mass 
Temperature 


Energy 


63 Settings 
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Perform a Calculation 
@ Click the numeric buttons to 
enter a number. 
E Click an operator. 
E Repeat steps 1 and 2 as needed. 
© Click Equals =. 
Calculator displays the result. 


Perform a Conversion 


ED Click the top “* and then click 
the unit you want to convert 
from. 


@) Click the bottom “# and then 
click the unit you want to 
convert to. 


E) Click the numeric buttons to 
enter the value you want to 
convert. 


@ Calculator displays the 
converted value. 
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Calculator 


= STANDARD History Memory 





Calculator 


= WEIGHT AND MASS 


4 
Kilograms v <Gi) 


8 81849 -Q 
rounds ~- 


About equal to 
0.63 st 40hg 141.10z @ 9.25 soccer balls 





What is the Calculator app’s Memory feature and how Is there a way to rerun an earlier 


do I use it? 


calculation? 


The Memory feature lets you perform a calculation, Yes. Calculator saves your last few calculations 


save the result, then use that result as part of another in the History tab. To rerun a calculation, click 
calculation. To save a result to memory, perform the History and then click the calculation. Note 
calculation and then click the M+ button. To retrieve that you might need to scroll down the History 


the result from memory, click the MR button. 





list to see the calculation you want. 
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\ fou can use the News app to read the latest news stories and to locate stories that are important 
Í to you. The News app aggregates news stories from a wide variety of web sources, including the 
Associated Press, Reuters, The New York Times, and CNN. 


The News app’s main page — called Headlines — displays stories in various categories, including 
Technology, Business, Politics, and Sports. If you are interested in other topics, you can customize 
News to show stories related to those topics. 


@ Click Start (EA). l aipania 


@ Click News. hes i 
, ry 
Xbox 
a 


Money 


2) 


OneNote 


File Explorer 


©) 


Send Feedback 


£03 Settings 
b Power 
= All apps 
1 
The News app appears. 
Š 4 My News tee Search 
© Click a category. 
Q My News Vorla Offbeat Technology Politics Opinion ads Entertainment 3 
You can also scroll up and down kä = 
. . i J= Interests 4 , i=. 
to see the main stories in each i 
A Local 
category. f | cy ge. | 
> Videos A 2 a“ 5 EE j 
© Click Menu (=). D h - 4 
MARINA 


o Click Interests. 


os 
Va. ~ - 
S. - 
J yœ i 
¢ uN 4 Tbe xico says U.S. sı 
gs: four marines n J adition requesi 


motive 


Chapo in June 


Reuters 2 hrs ago 


“ar Le 
é? 2 ‘ass ae ira a Er 
W ae Ve > <3 Fis 3 ed. 
pi. x 
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The Interests page appears. 


QO To add a new section, click < Interests 


Add an Interest (++). 
All Interests 
Featured 
News 
Entertainment 
Lifestyle 
Personal Finance 


Sports 


The Add an Interest screen 
appears. é Interests 


@ Type the name of the topic that 


you want to add. 
All Interests 


@ News displays topics that 
match. 


Featured 


i News 
© Click the topic that you want 
to add. 


Entertainment 


Lifestyle 


News adds the topic to the 
Topics page. 


Personal Finance 


Sports 


Yes. To see news from a particular country, click 


Menu (=), and then click Settings to open the 
News app’s Settings pane with the General tab 
displayed. Use the Choose edition list to select the 
country whose news you want to view. 


Top Stories 


Offbeat 


Technology Politics 


Y 


Ea --- ESEE 


Add an Interest 
Top Stories a 


Pluto 

pluto new horizons < 8) 
pluto planet 

pluto pictures 


pluto probe 


plutonium 


Technology 





location? 

Yes. To see news related to your location, click 
Menu (=) and then click Local. When the app asks 
if it can use your location, click Yes. News displays 
stories and sources that are associated with your 
PC’s current location. 
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\ fou can use the Money app to read the latest financial news stories, see the latest financial 
Í data, and create a list of stocks to track. The Finance app combines a wide variety of financial 
information in a single place. 


The Money app’s main screen — called Home — displays financial news; Dow statistics, NASDAQ 
information, and other index values; major stock activity; bond prices; interest rates; and more. You 
can also use the Money app to create a list — called a watchlist — of the stocks that you want to track. 


© Click start (H). @) rains Heer Snes 


2 Click Money. Most used i 
S Paint > te 
4 Snipping Tool Khon 


> Sticky Notes 
a al 2 
Alarms & Clock 


Windows PowerShell 





OneNote 


File Explorer 


#03 Settings 
® Power 
i= All apps 
1 
The Money app appears. 
© To read the latest financial 3 a 
information, click a category. Cr ome gi slab 
Market 
You can also scroll up, left, and ini 
down to see the latest financial Hr Watchist | ai 
news and data. Curendes 
@) Click Menu (E) Mortgage Calculator 


World Markets 


© Click Watchlist. 


SS : = 
futing-and-couples——_ | Oil Tankers Are F 
| he “agp Raking It In 


Send Feedback 


W The Wall Street Journal 


5,064.07 
2,097.99 
6,753.70 


Market Watchlist 
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The Watchlist screen appears. 


@ Click Add (+). le eae +Q = 


Today Watchlist News Investing Personal Finance RealEstate Careers Videos 


Fundamentals 


Symbol Name Price Change Change% 


GOOG Google Inc 533.24 -2.02 -0.38% 
MSFT Microsoft Corp 45.10 -0.56 -1.22% 
XOM Exxon Mobil Corporation 83.71 -0.24 -0.29% 
SPY SPDR® S&P 500 ETF 209.33 -0.48 -0.23% 
VFINX Vanguard 500 Index Inv 193.89 -0.57 -0.29% 


FTSE 100 FTSE 100 6,753.70 Š -0.79% 


News from the Web 


The Add to Watchlist screen 
appears. Add to watchlist 


Type the stock symbol or name of 
the stock that you want to add. er 


@ As you type, Money displays 


stocks that match. ie papillae 

GO Toronto 
Mogo Finance Technology Inc Stock 

ED When you see the stock that you GLDSY 
t li k it GOLD Alpha Index Index 

want, CLICK IT. 8a @GCOY 
Gold Commodity 
Money adds the stock to the GOOGL NASDAQ 


Watchlist screen. 


Note: Your watchlist also appears on 


Google Inc 


GOOG 
Google Inc [S 


GG 


Stock 


NASDAQ 
Stock 


NYSE 


Goldcorp Inc Stock _ 


the MSN Finance screen. 





TIPS 


How do I remove a stock from my Is there a way to keep my watchlist on-screen so that I can 
watchlist? monitor it? 

Follow steps 1 to 4 to display the Yes, you can snap Money to the edge of the screen. In Money, 
display the Watchlist screen. Now press +6 to snap the 
window to the left side of the screen. If you prefer to snap the 
Money window to the right side, press and hold (©) and tap 


Watchlist screen, click Edit (£), and 
then click Remove (>) beside each 
stock you no longer want on the 
watchlist. until the window is in the position you want. 
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\ fou can use the Sports app to catch up on all your sports news. The Sports app combines a wide 


Í variety of sports news and information in a single place. 


The Sports app’s main screen — called MSN Sports — displays the top story of the day, other sports 
news, the day’s schedule of upcoming games, and the latest scores from those games. You can also 
use the Sports app to create a list — called My Favorites — of the teams that you want to follow. 


@ Click Start (EA). OS perpen peppa 
© Click Sports. 


4 Snipping Tool 
Sticky Notes 
Get Skype 


Alarms & Clock 


Windows PowerShell 


File Explorer 


£03 Settings 
(') Power 
1 
The Sports app appears. 
3 


@ To read the latest sports 
information, click a category. 


You can also scroll up, left, and 
down to see the latest sports 
news, schedules, and scores. 


© Click Menu (=). 
The menu appears. 


© Click My Favorites. 


Golf 
Po 
Major League Soccer NB, Wo raft 
NASCAR Sprint Cup 
Tennis 


My Favorites 


More Sports 
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Play and explore 


ias 


Lakers pick delet 


Called Kobe ara 
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The My Favorites screen 
appeals. é My Favorites one Sports/Teams 


© Click Add (+). 


Favorite Teams 


Favorite Sports 


© 


2) 


D 
The Add to Favorites screen 
appears. = 
© Type the name of the team that 
you want to add. <- Add to favorites 


@ As you type, Sports displays 


teams that match. Scares 


India 
Cricket 


@ When you see the team that indian lg P 
‘ 7 Indianapolis Colts ®) 
you want, click it. NFL E 
Indiana Pacers B 
Sports adds the team to the My nia 
e Cleveland Indians C 
Favorites page. B MLB 
g Indiana Hoosiers ii] 
O Repeat steps 5 to 7 for every A ii i 
3 Indiana Hoosiers 
team that you want to follow. NCAA Basketball Ww 
Indiana State Sycamores We 
You can now see news, NCAA Basketball 
=m 
el 


schedules, and stats by clicking 
a team in the My Favorites list. 


How do I remove a team from | Can I see more information about a particular sport? 
my Favorite Teams list? Yes, the Sports app offers information on several sports leagues, 
Follow steps 1 to 4 to display including the National Football League, the National Basketball 





xr © 


the My Favorites section. Click Association, Major League Baseball, and the National Hockey League. 
Edit () and then click For each league, you see the latest news stories, a schedule of upcoming 
Remove (><) beside each team | games, recent results, current standings, player statistics, and more. To 
you no longer want to follow. select a league, click Menu (=) and then click a league in the menu. 
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Find a Recipe 





he Food & Drink app enables you to look up a recipe based on one or more filters such as cooking 


method, cuisine, major ingredients, and dietary restrictions. You can also add your own recipes to 
the app. 


The Food & Drink app gets information from the MSN Food & Drink site, so you can also use the app 
to get the latest news on food and nutrition, learn about cooking tools and techniques, and read 
about famous chefs. You can also get information on wine and cocktails. 


a In the Search box, type food. 
@ Click Food & Drink. Food & ink <a 
A 








Trusted Window. 


Documents 


The Jargon of Junk Food.docx - in 
Documents 





[] The Food Pyramid.pptx - in Documents 





The Jargon of Junk Food.docx - in 
Documents 











Ì The Food Pyramid.pptx - in Documents 





Store 

Food Run 

RS Stand O' Food® City: Virtual Frenzy HD 
Web 

Ø food lion 

Ø food network 


PL food tv 


sm My stuff 


food| 


The Food & Drink app appears. 
@) Right-click the screen. 
The application bar appears. A 


@ To read the latest food- and 
drink-related news and 
information, click a category. 


You can also scroll left and right 
to see the latest news. 


© Click Recipes. 
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The Browse Recipes screen = Food & Drink 


appears. 
(€) BROWSE RECIPES 


© Click a filter type. ar 
© Click a specific filter. italian 


Cooking Method 


Chinese 


Mexican 


Course 


cuisine -O 


Dietary 


Thai 
African 


American 


Difficulty 
Asian 


Major Ingredients 
Australian 


Special Occasion 
Central/South American 


Total Time 
Caribbean 


i Carrot 
Cajun/Creole 


@ Food & Drink adds the filter. = Food & Drink 


€ Repeat steps 5 and 6 to add © BROWSE RECIPES 


other filters to your search. EEEN 
1 Filter Selected 


Cooking Method 


O When you see a recipe you want 
to view, click it. 


Course 


Food & Drink opens the recipe. 


Cuisine 


2 7 AN ew : 
ay 4 x T py 
7 yi att E R af 
Ey ot Rea Sy oa: 
EYS. A ne p: : f d 

French : Sy, ‘ 

Dorie Greenspan’s Beggar's Linguine — Pasta with 
3 Brown Butter, Dried Fruits, and Nuts 
Dietary 


Difficulty 
Major Ingredients 


Special Occasion 


à 


Total Time Crispy Duck Confit, Broccoli Rabe, Wild Mushrooms, 
Sweet and Sour Duck Jus 





Can I save a recipe? How do I add my own recipes to the Food & 
Yes, you can create a collection and add the recipe Drink app? 
to that list. Follow steps 2 to 8 to view the recipe. Scroll right from the MSN Food & Drink home page 


Click Add to Collections, click Create a new and then click Add a Recipe. In the Add a Recipe 
collection, type a name, and then click Add. To page, use the tabs on the left — Overview, Photos, 
view your collections, right-click the screen, scroll Ingredients, Steps, and Notes — to enter the 

the app bar to the right, and then click Collections. | recipe, and then click Save. 
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Look Up Health Information 


y can use the Health & Fitness app to read the latest news stories related to fitness, nutrition, 


medicine, and medical symptoms. 


The app’s main page — called MSN Health & Fitness — displays the latest health news as well as 
information organized into various categories, including Exercises, Workouts, Nutrition, and Symptom 
Checker. You can also use Health & Fitness to track your diet and workouts. 





á 4 ` 
Aa | | 
a ae 


In the Search box, type health. 
Click Health & Fitness. 


The Health & Fitness app 
appears. 


@ From the MSN Health & Fitness 


2 


= 


home page, scroll left and right 
to see the main stories in each 
category. 


Right-click the screen. 


The application bar appears. 


© Click Exercises to look up 


specific exercises. 


O Click Workouts to locate 
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workouts based on type, body 
part, and more. 






Health & Fitness -A 
Trusted Windows Store app" 










Store 
<> HealthVault 
“% Healthy Meal Recipes 
Documents 


_| Patient Health Education Seminar.pptx - 
in Documents 













| Patient Health Education Seminar.pptx - 


in Documents 







Music 









4 09 Healthy Sick.mp3 
Web 
Ø healthpartners 


Ø healthfusion 





Ø healthnet 
f aa CE E T ae 


ss Mystuff Ø Web 





health| -a : I J 


= Health & Fitness Pa 


EXERCISES WORKOUTS NUTRITION A-Z 3D HUMAN BODY 
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@ Click Nutrition A-Z to look up 
information in the nutrition 
encyclopedia. 


Q 


( 8 ) Click 3D Human Body to learn 
about the human body using 
3D images. 


N 
Ko 


WORKOUTS 


© 4 


D Click Symptom Checker to look 
up symptoms. 


©) Scroll right. 





(Py 


C$) Use the trackers to track your = 


Health & Fitness 


& 


c 


exercise and diet (see the Tips). 





NUTRITION A-Z 3D HUMAN BODY SYMPTOM CHECKER 


MSN HEALTH & FITNESS 


QUICK ACCESS 


Diet Tracker 


Cardio Tracker 


m 


Symptom Checker 


TIPS 


How do I log the calor 
Use the Diet Tracker to enter at you eat. The Diet 
Tracker calculates the calories and shows your daily total. 


From the app home page, scroll right and click Diet 
Tracker. Edit the Target calories value. Click + Food, 
search for the food you want to add, select it, specify the 
amount, and then click Done. 





FITNESS 





3D Human Body POPSUGAR 





How do I keep a log of my workouts? 

Use the Cardio Tracker to enter your workouts. 
From the app home page, scroll right and click 
Cardio Tracker. Click + Exercise, search for 
the workout type (such as Running), select it, 
enter the duration and/or distance, and then 
click Done. 
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Set an Alarm 





yo: can use the Alarms & Clock app to set an alarm to play at a specific time. You can set up the 
alarm to play once or you can have it repeat on specified days. You can also choose the sound 
that Windows plays when the alarm goes off. Note that your PC must be turned on and awake for the 


alarm feature to work. 


You can also use the Alarms & Clock app to set up a timer that counts down from a specified number 
of hours, minutes, and seconds, and to run a stopwatch for timing an event. 





Set an Alarm 


@ In the Search box, type alarms. 
© Click Alarms & Clock. 


The Alarms app appears. 


@ Alarms comes with a default 
alarm already added. To modify 
this alarm, click it and then 
follow steps 4 to 10. 


@ Click On/Off to toggle the 
alarm on or off. 


© Click New (++). 
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2 Alarms & Clock 


Trusted Windows Store apf 


Store 
Se AlarmsClock Free 
Web 
Ø alarms 
Ø alarms pbso 
PY alarm sim reviews 
Ø alarmsim 
PY alarms for apartments 
Ø alarmsaf 
Ø alarms online 


Ø alarms 1 


Alarms & Clock 


o & 


Alarm World Clock Timer 


7:00 AM 


Good morning 
Mon, Tue, Wed, Thu, Fri 








© 


Stopwatch 


Oo: 





© Type a name for the alarm. 
o Set the time of the alarm. 


QO Click Repeats and then click 
the check box beside each day 
you want the alarm to ring 
(] changes to |). 


ED Click Sound and then click a 
sound to play. 


O Click Snooze time and then 
click the interval the app uses 
when you select Snooze. 


© Click Save (). 


@ Alarms adds and activates the 
alarm. 


@ To delete an alarm, click 
Manage (:=), and then click 
Delete (Įm) beside the alarm. 


How do I set a timer? 


At the top of the Alarms & Clock app, click Timer and then click the 
displayed time to open the Edit Timer window. Edit the timer name and then 


use the Duration boxes to set the number of hours, minutes, and seconds 
for the timer. Click Save (Œ|). When you are ready to start the timer, 
click Play ([>). 


Performing Day-to-Day Tasks with Apps 


CHAPTER 


Alarms & Clock — o x 


Notifications will only show if the PC is awake. 


NEW ALARM 


Alarm name 


Time 


Repeats 
Sound 


Snooze time 


OTE 3 


Alarms & Clock 


©] ® 


Alarm World Clock Timer Stopwatch 


7:00 AM 
Good morning 
Mon, Tue, Wed, Thu, Fri 


10:30 AM 
Conference call 
Only once 


Learn more 








How do I use the stopwatch? 


At the top of the Alarms & 
Clock app, click Stopwatch. 
Click Play ([>) to start the 
watch. To get a lap or split 





time, click Laps/Splits (F2). 
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ou can use the Notepad app to create simple text documents for things such as to-do lists and 
Í meeting notes. Word processing programs such as WordPad, as well as powerful note-taking 
apps such as the OneNote app covered in Chapter 9, are useful for creating complex and lengthy 
documents, but they feel like overkill when all you want to do is jot down a few simple notes. For 
these more basic text tasks, the Notepad app that comes with Windows is perfect because it offers a 
simple interface that is easy to learn and use. 


Life at a glance Play and explore 


@ Click Start (Œ). Ge 
The Start menu appears. J i 
Click All apps. 


OneNote 


File Explorer 
£03 Settings 
(5 Power 


z= AIl apps 


@ All Apps changes to Back. 
© Click Windows Accessories. 
© Click Notepad. 


Life at a glance 


Notepad opens. 





Character Map 
OneNote 


É Internet Explorer 


Math Input Panel 


Notepad 


> 


Remote Desktop Connection 
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Write and Save a Note 


2 
E Type your note text. 
© Click File. 
© Click Save. 
The Save As dialog box appears. 
è v A > Paul McFedries > D > v & Search Documents P 
O Type a name for the file. m - 
Organize v New folder Hz ~ @ 
©) Click Save. g Ora Name Date modified Type 
. $ Desktop + E Fax 3/31/2015 11:45AM File folder 
Notepad saves the file. IA Documents ¢ E Scanned Documents 3/31/2015 11:45 AM File folder 


m p E Windows Security 4/7/2015 11:19AM File folder 


IE Pictures -# 
[] Screen shots 
|} TempState 

|} LocalState 


G@ OneDrive 
(S) This PC 


È Network 
v < > 


flenme[orit QP 


Save as type: Text Documents (*.bet) v| 


isis Encoding: [ANSI O ce 























Can I create a temporary note? What is the difference between Notepad and WordPad? 
Yes. If you just want to jot down a phone Notepad is called a text editor and you use it only to enter 
number, you can create the Windows and edit text. WordPad is called a word processing program 


equivalent of a sticky note by following steps | and you use it not only to enter and edit text, but also to 
1 to 4 in the subsection “Start Notepad” and | format that text with fonts, sizes, and colors; apply 
then clicking Sticky Notes. bulleted and numbered lists; insert images; and more. 
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CHAPTER 7 


Working with 
Waarele [ays 


Whether you load your images from a digital camera or a scanner, 
download them from the Internet, or draw them yourself, Windows 
comes with a number of useful tools for working with those images. 
In this chapter, you learn how to import images from a camera, view 
your images, fix photo problems, and delete images. 





Import Images from a Digital Camera. ......... 158 


Scaman Images r E ee ees Src ee eee. fons 160 
Navigate the Pictures Library. . . . sesse eseese 162 
View Your ImageS ....ssss ee eeeeeveevee 164 
Start 3 Slide SNOWS E rot E eters re N 166 
Repair an Image nS S 4: rep Er een see oe ca R sie rei cs 168 
AOG aAUPNOLOCEIGGL. oes bey 1s ee ee 170 
CVOP al Images aoa N nse on aaa ese are hems 172 
ROLATG aM MIN AGG tees tees eck yl emer ee sen tear yrs 174 
Delete an Image... hee oh rec tar etree ss 175 
Pant an Image <9... 5s eect era re ee 176 


Take a Picture with Your PC Camera. .......... 178 


Import Images from a Digital Camera 





yo can import photos from a digital camera and save them on your PC. If your camera stores the 
photos on a memory card, you can also use a memory card reader attached to your PC to upload 
the digital photos from the removable drive that Windows sets up when you insert the card. 


To perform the import directly from your digital camera, you need a cable to connect your camera 
to your PC. Most digital cameras come with a USB cable. After you have the digital photos on your 


system, you can view or print the images. 





O Plug in your camera or memory 
storage card reader. 


Note: If you see a notification, 
click the notification and then skip 
to step 5. 


© Click File Explorer (I). 
© Click This PC. 


File Explorer displays a list of 


the devices attached to your PC. 


O Right-click your digital camera. 


© Click Import pictures and 
videos. 
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> | File Explorer 


Home Share View 


Select none 


X< Open ~ fH select all 
{ Edit 
I I jer ents 


Delete Rename o i 
X ga Invert selection 


M Æ > Quickaccess > 


gk Quick access v Frequent folders (5) 
|=] Documents + 


3 Documents Pictures 

. 4-9 r m 

©) Pictures -$ =a This PC wee) This PC 
B + Be » 


Allan Gardens # 


d Music ‘ Allan Gardens Music 
=| Videos a ~~ PC\Pictures D This PC 
d&a OneDrive 


Videos 
i This PC 
This PC B 


o> Network 


Recent files (12) 
oT Homegroup 


17 items 


> | This PC 
Computer View 


T Gy Uninstall or change a program 
v > Si 


jE System properties 
Properties Open Rename Access Map network Add a network Open 
media» drive” location Settings [FA Manage 


E ~ 4 M , ThisPC > 


ge Quick access Folders (6) 


E| Documents # ~ Devices and drives (3) 


=) Pictures E si poe Local Disk (C:) 
Allan Gardens # || Canon EOS 60D 


Open 
d —_— Open in new window 
i Videos 


DVD Drive (D:) Pin to Quick access 
= 


õa OneDrive Pin to Start 


E This PC Import pictures and videos <) 


Create shortcut 
EÈ Network 

Properties 
°@ Homegroup 


9items 1 item selected 
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The Import Pictures and Videos 
dialog box appears. 


© Click Import all new items now 26 new pictures and videos were found 
(© changes to @). 


J Import Pictures and Videos 


C) Review, organize, and group items to import 


€D Type a name to use for the @) Import all new items now 
im po rt. Garden Shots 


© Click Import. 


More options 


Windows imports the photos. | > | Imported Pictures and Videos 

Home Share View 
When the import is complete, cut 1 x hy) Hopen- iseect an 
File Explorer displays your Pintouick Copy Paste =) 7! 1, MOYE Copy Delete Rename New Properties T biston ae 
imported photos. 


€ ~A Fo > Imported Pictures and Videos rch Imported Pict... 9 


C The Photos app stores the 


ył Quick access v 2015-07-17 Garden Shots (C:\Users\paulm\Pictures) (26) 
imported photos in your E Documents z T ET 
e . ° =) Pictures + l sirs z ‘ ; N 
Pictures library in a folder =e ee ae 


n a m e d aft e r t o d ay’ S d at e D Kit Garden Shots Garden Shots Garden Shots Garden Shots Garden Shots 


001.CR2 002.CR2 003.CR2 004.CR2 005.CR2 
$ Videos 


r i4 loa 
. $% 4l Ea `» =) 
. ¢ z ‘ 3 
d&a OneDrive = - Aue p & $ 5 
" 7 v = ro 
i) This PC 


Garden Shots Garden Shots Garden Shots Garden Shots Garden Shots 
Network 006.CR2 007.CR2 008.CR2 009.CR2 010.CR2 


o- B ES ea SA 
: iomegroup K j 
Buh 

jE 


26 items 





TIP 


How can I import just some of the photos on my camera? 


If you want to import only a subset of your photos, follow steps 1 to 5 to open the Import Pictures and 
Videos dialog box. Click Review, organize, and groups items to import (|_| changes to |#|) and then click 


Next. You now see the camera photos grouped by date. Click Select all (@ changes to ‘_)) to deselect all 


the groups. Click the check box ({_| changes to |¥]) and type a name for each group you want to import, 
and then click Import. 
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ou can create a digital copy of a photo or other image by using a document scanner, or the 
scanner component of an all-in-one printer. The scanner copies the image to your computer, 
where you can then store it as a file on your hard drive. 


You can use a scanned image in many ways. For example, you can scan a photo to email to friends or 
publish on a web page. You can also scan a logo or other image to use in a document. 


ay Turn on your scanner or 
all-in-one printer and position 
a photo or other image on the 
scanner bed. 


A Scan 

Trusted Windo wero 
Apps 
&æ Windows Fax and Scan 


27 In the Search box, type scan. & EPSON Scan 


& EPSON Scan Settings 
© Click Scan. folder 
Scans 
Settings 
#03 Printers & scanners 
a View scanners and cameras 


E Change advanced color management 
settings for displays, scanners, and 


Store 
Total Virus Scanner 


E HP Scan and Capture 


sa My stuff Ø Web 


scan 


The Scan window appears. 


O Use the File Type list to select 
the file type you want to use Scan 
for the scanned image file. 


© Click Show more. 


Scanner 


XP-810 Series 


File type 4 


PNG 
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The Scan window displays extra 
settings. 


Use the Color Mode list to select 
a mode that matches your 
image: Color, Grayscale, or Black 


and White. 


Use the Resolution list to 
specify the scan resolution. 


Note: The higher the resolution, 
the sharper the image, but the 
larger the resulting file. 


@ Click Preview. 


A preview of the scan appears 
here. 


Click and drag the corners of 
the rectangle to set the scan 
area. 


10) Click Scan. 


Windows scans the image. 


How do I view a picture I have previously 
scanned? 

Windows stores the image in the Scans folder 
in the Pictures library. To select a different 
location, follow steps 1 to 5, click the Scans 
link under Save File To, and then select a 
new folder. 





Scan 


Scanner 


XP-810 Series 


File type 


PNG 


Color mode 


Color 


Resolution (DPI 


100 (Default) 


Scan 


Scanner 


XP-810 Series 


E : S È en ` W 

SOROS pene 
File type Rs 3 š = F A, = 

si , : nouus r. 
PNG sere % 


Color mode 


Color 


Resolution (DPI) 


100 (Default) 


Save file to 


What other methods can I use to scan an image? 
Scanners and all-in-one printers come with a Scan button 
that you can push to start a new scan. You can also use 
the Search box to type fax, click Windows Fax and Scan, 
and then click New Scan. In Paint (type paint and then 
click Paint), click File and then click From scanner or 
camera. 
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Navigate the Pictures Library 





Br’ you can work with your images, you need to view them on your PC. You do that by using 
the Photos app to open the Pictures library, which is a special folder designed specifically for 
storing images. 


To get more out of the Pictures library, you need to know not only how to open it, but also the basic 
techniques for opening any albums that you have stored in the library. 








@ Click File Explorer (H). 


The File Explorer program 
window appears. 


@ Click Pictures. 


Recent files (20) 


& FLASH DRIVE (F:) 


$È Network 


°@ Homegroup 
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Working with Images 





The Pictures library appears. 








Home Share View 
@ Items with folder icons are ot yg x =f preven [Hoe 
subfolders. eae ho wae, | ee see ee Noe Properties T history mode” 
© Items without folder icons are © > v MM > ThisPc > Pictures > 
individual images. Y F Quick acces 


E Desktop Bik A 
° E Downloads 
E Double-click a subfolder. 
2015-07-17 2015-03-31 Allan Gardens Camera Roll Lake District 


@ OneDrive Garden Shots Butterfly 
Conservatory 


E This PC 
& FLASH DRIVE (F:) B 


GB Network 201501 


P 11_0972.j 
A Homegroup E = 


12 items 


File Explorer displays the 
subfolder’s images. 


Share View Manage 


= § Cut Pas Lil m B New item + } :@ Open 

Ma) Copy path . g =] Easy access 7 i A Edit 

Pin to Quick Copy Paste | Move Copy Delete Rename New Properties 
access ast 0 to T folder v 


Clipboard Organize New Open Select 


E Select 
ra History moder 


€ ~ M [] > ThisPC > Pictures > 2015-03-31 Butterfly Conservatory v & Search 2015-03-31 Butterfly C... 


Æ Quick access x eee £ s N 

E Desktop le f 

AE Downloads 

E Pictures n : 4 > = 

E Scans Butterfly Butterfly Butterfly Butterfly Butterfly Butterfly 


Conservatory Conservatory Conservatory Conservatory Conservatory Conservatory 
001.JPG 002.JPG 003.JPG 004.JPG 005.JPG 


par, 


@ OneDrive 
Œ This PC 
& FLASH DRIVE (F:) 


a Network 
Butterfly Butterfly Butterfly Butterfly Butterfly 

°@ Homegroup Conservatory Conservatory Conservatory Conservatory Conservatory Conservatory 
007.JPG 008.JPG 009.JPG 010.JPG 011JPG 012.JPG 


~4 


Butterfly Butterfly Butterfly Butterfly Butterfly Butterfly 
Conservatory Conservatory Conservatory Conservatory Conservatory Conservatory 
013.JPG 014.JPG 015JPG 016.JPG 017.JPG 018.JPG 


42 items 





Do I have to use File Explorer to navigate the Pictures library? 
No. Although File Explorer is often the easiest and fastest way to navigate the Picture library, it is not the 


only way. An alternative method is to use the Photos app, which you launch by clicking Start (GH) and then 
clicking Photos. You can then use the icons on the left to view the pictures by collection (Œl) or by album 
(ial). See the next section, “View Your Images,” for more information. 
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f you want to look at several images, Windows gives you two methods to navigate backward and 

forward through the images in the Pictures library. First, you can use File Explorer to open an 
individual image for viewing in the Photos app, and then navigate through the other images in the 
same folder. Second, you can use the Photos app directly to view your images by collection or by album. 








View Individual Images Ce ~-- ees 
Gl) In File Explorer, open the folder Kon - -E 

that contains the images you aaea TS H pastesnonaut "te To? ae ore Go history mode’ 

want to view. e > o tE E Rae Dal eee 
Note: See the previous section, oo . Ey ko : l N i 
“Navigate the Pictures Library,” for -n | Be Ess ty he. 
details. = jane aes a ee ne a es el 

as co1PG 002.06 r08.P6 ra PG 005.06 0816 

2) Double-click the first image E tev $ 5 EN 

that you want to view. . oe ee P: 


Butterfly Butterfly Butterfly Butterfly Butterfly Butterfly 
sÅ Homegroup Conservatory Conservatory Conservatory Conservatory Conservatory Conservatory 
007.JPG 009.JPG 011.JPG 


A 
GG \\ 
a! h 
Butterfly Butterfly Butterfly Butterfly 


Conservatory Conservatory Conservatory Conservatory Conservatory Conservatory 
013.JPG 014JPG 015.JPG P 017.JPG 8 


f=: aa 


The image appears in the 
Photos app. 


@) Click the right-pointing 
arrow ( > ) to scroll right. 


The Photos app displays the 
next screen of images from the 
album. 


O Repeat step 3 to continue 
viewing the album images. 


You can return to the previous 
screen of images by scrolling left. 


You can also press Œ to see the 
next image and (9 to see the 
previous image. 
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View Images by Collection or Peles 


Album = 

@ Click Start (A). a -- : a PORTE 
FF Snipping Tool Calendar Microsoft Edge Groove Music Movies & TV 

E Click Photos. MB Sticky Notes 


cs} Get Skype re 2 O 


© Alarms & Clock 


iy af Windows PowerShell 


File Explorer 
#03 Settings 
9) Power 


i= All apps 


1 
The Photos app appears. 
© Click Collection (Œ). : COLLECTION 


Alternatively, click Albums (1) 
to view your pictures by album. 


O Scroll up and down to view your 
images by collection or album. 





Can I view an individual picture in a collection or album? 

Yes. Scroll to the image you want to view and then click it. You can then navigate the images as described 
in the subsection “View Individual Images.” To return to the collection or album, click the screen to display 
the controls, and then click the name of the collection or album that appears in the upper left corner of the 
screen. 
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nstead of viewing your photos one at a time, you can easily view multiple photos by running them 
in a slide show. You can run the slide show from within the Photos app. The slide show displays 
each photo for a few seconds and then automatically moves on to the next photo. 


Alternatively, you can view a slide show of images using the Photos tile on the Start menu. This slide 
show uses recent images from your Pictures library. 


Start a Slide Show 





In the Photos App 


@ In the Photos app, display 
the collection or album that 
contains the photos you want 
to display in your slide show. 


@ Click the first image you want 
to display in the slide show. 





Photos opens the image. 


© If you do not see the 
application bar, click the screen. 


Friday, July 10, 2015 


g 
The Photos application bar 


appears. 


© Click Slide show (Œ). 


The Photos app begins the slide 
show. 
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On the Photos Tile 


ay In the Photos app, click 
Settings (J). 


The Settings window appears. € Photos 


@ In the Choose What to Show SETTINGS 
on the Photos Tile list, select 
Recent photos. 


Viewing and editing 


Automatically enhance my photos 


: ; Automatic enhancements are not saved in the file, and only appear on photos that 
The next time that you display can be improved. Turning this off removes all automatic enhancements. 
the Start screen, the Photos tile G@® on 
displays a slide show of recent (cuca dupes 
Images from your Pictures poor ee a files + ne as a single file. This might include copies saver 
different folders, and RAW files. 
library. D on 


Tile 
Choose what to show on the Photos tile. 


Recent photos 


Sources 





Can I change the speed at which the slide show displays the images? 

No, not with the Photos app. However, you can adjust the speed if you start the slide show from File 
Explorer. Click File Explorer (]) on the taskbar, open the Pictures library, and then click the folder that 
you want to view. In the ribbon, click the Manage tab and then click Slide show to start the show. To 
control the speed, right-click the screen to display the shortcut menu, and then click the speed that you 
want: Slow, Medium, or Fast. 
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ou can use Photos to improve the look of digital photos and other images. When you open an image 
in Photos, the application bar offers a number of tools for repairing various image attributes. 


The easiest way to repair an image is to use the Auto Fix tool, which automatically adjusts an 
image's brightness, contrast, color temperature, tint, and saturation. You can also correct any of 
these elements manually, as well as remove red eye and hide photo flaws. 





Repair an Image 


Repair an Image © Pat 

Autom ati Ca lly Sunday, January 11, 2015 

€ In Photos, display the image 
you want to repair. 


@ If you do not see the 
application bar, click the screen. 


Photos displays the 
application bar. 


© Click Auto fix Ga). 
Photos repairs the image € Photo 
a uto m ati Ca lly. Sunday, January 11, 2015 
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Repair an Image Manually E Photos 
& In Photos, display the image Saturday, March 28, 2015 
you want to repair. 


E If you do not see the application 
bar, click the screen. 


Photos displays the application 
bar. 


© Click Edit (A). 


Photos displays the image 
editing tools. 


O Use the tools to repair the 
image as needed. 


@ Click Save (i). 


Photos saves your changes. 


wo 


asic fixes 
ilters 


If you prefer to leave the 
Original as is, click 
Save a Copy (Sj) instead. 


© 


m 
f- -] 
G 
a 


Pi © 





How do I remove red eye from a photo? Can I remove a small flaw in a photo? 

When you take a picture with a flash, the light | Yes. Photos offers a Retouch tool that enables you to 
may reflect off the subjects’ retinas, resulting perform a spot fix, which replaces an element from the 

in red eye. To fix this, follow steps 1 to 3 in photo with colors from the surrounding area. To perform 
the subsection “Repair an Image Manually,” a spot fix, follow steps 1 to 3 in the subsection “Repair 
click Basic fixes, click Red eye, and then click | an Image Manually,” click Basic fixes, click Retouch, and 
each red eye. then click the flaw. 
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Add a Photo Effect 


ou can use Photos to enhance the look of an image by applying one or more of the effects offered 
by the Photos app. 





The Vignette effect darkens the edges and corners of the photo, which adds a natural frame around the 
image and draws attention to the rest of the photo. The Selective Focus effect enables you to select a 
custom circular or elliptical area of the photo that remains in focus while the area outside the selection 
gets blurred. This enables you to really attract the viewer's eye to a particular part of the photo. 


Add a Photo Effect 





Display the Effects , : y 
) In Photos, display the image ee aii i = as cB D anil 


you want to repair. t 
Ð If you do not see the 

application bar, click the screen. 

The application bar appears. 


D Click Edit (GB). 


Photos displays the image 
editing tools. 


Click Effects. 


Click the effect you want to 
apply: 


@ You can click Vignette to apply 
the Vignette effect. In this case, 
proceed with the subsection 
“Apply a Vignette Effect.” 


Basi 


© You can click Selective focus to 
apply the Selective Focus effect. 
In this case, proceed with the 
subsection “Apply a Selective 
Focus Effect.” 
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Apply a Vignette Effect 


a Click and drag the vignette 
indicator clockwise until the 
vignette is at the level you want. 


Note: If you apply too much 
vignette, drag the indicator 
counterclockwise to reduce the 
effect. 


[sa] 


w 

=: 4, 

(0) 4 a 3 
oh 

S = a = 
m 

a 


ec 


Apply a Selective Focus Effect 


Gy Move the mouse (Ù) inside 
the selective focus area 


(l= changes to $). 


© Drag the selective focus area to 
the portion of the photo that 
you want to remain in focus. 


© Click Apply (M). 
© Click Save (Œ) (not shown). 


Photos saves your changes. 





How do I change the shape of the selective Can I control the amount of blur in the 

focus area? Selective Focus effect? 

By default, the selective focus area is a circle. This Yes. Photos offers several blur strengths that you 
works best for most photos, but if you have a non- can apply. Follow steps 1 to 3 to display the 
circular area, you can adjust the shape of the selective | Selective Focus tool. Click Strength (EJ) and then 
focus area by dragging any of the four white circles click the blur level you prefer: Maximum, Strong, 


that appear on the border of the selective focus area. | Medium (the default), Weak, or Minimum. 
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f you have an image containing elements that you do not want or need to see, you can often cut 

out those elements. This is called cropping, and you can do this with Photos. When you crop a 
photo, you specify a rectangular area of the photo that you want to keep. Photos discards everything 
outside the rectangle. 


Cropping is a useful skill to have because it can help give focus to the true subject of a photo. 
Cropping is also useful for removing extraneous elements that appear on or near the edges of a photo. 


Crop an Image 


© In Photos, display the image E Photos 
you want to crop. Saturday, March 28, 2015 


© If you do not see the 
application bar, click the screen. 








The application bar appears. 


© Click Edit (A). 


Photos displays the image 
editing tools. 


© Click Basic fixes. 
© Click Crop. 


[==] 


asic fixes 
UGE 


= 





172 


Photos displays a cropping 
rectangle on the photo. 


O Click and drag the photo or any 
corner of the rectangle to define 
the area you want to keep. 


Note: Remember that Photos keeps 
the area inside the rectangle. 


@ Click Apply (%5). 


Photos applies the cropping. 
@ Click Save (Œ). 
Photos saves your changes. 


If you prefer to leave the original 


as is, click Save a copy ([E]) 
instead. 


[a] 


asic fixes 
ilters 


= 


© 
ULUAI 


inh 


R 
a 
i 
f 
Hi 


ini 
ARUTI 


© 
MUU 
roel 
AU LATA 
in 


i 





Is there a quick way to crop a photo to a certain size? 


Yes. Photos enables you to choose a specific ratio, such as 4 x 6 or 5 x 7. Repeat steps 1 to 5 to display the 


cropping rectangle over the image. Click Aspect ratio (mE). Click the ratio you want to use, such as 4 x 6 or 
5 x 7. Repeat steps 7 and 8 to apply and save the cropping. 
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ou can rotate and straighten an image using Photos. Depending on how you hold your camera 

when you take a shot, the resulting photo might show the subject sideways or upside down. To 
fix this problem, you can use Photos to rotate the photo so that the subject appears right-side up. 
You can rotate a photo either clockwise or counterclockwise. 


Rotate an Image 





@ Open the image you want to ewe 
rotate Tuesday, June 17, 2014 


o If you do not see the 
application bar, click the screen. 


The application bar appears. 


© Click Rotate (@}) until the 


image is the way you want it. 





Photos saves your changes. © Photos 


Tuesday, June 17, 2014 
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Delete an Image 





he images that you create may not always turn out perfectly. A photo may be blurry, or an edited 
image may not turn out the way that you want it to. 


When you are viewing an album or watching a slide show, having a bad image can make the 
experience less pleasant. You can prevent that from happening by deleting an image you no longer 
want to work with or view. You can delete a single image or multiple images with a single command. 


Delete an Image 


Open the image you want ree 
to delete Sunday, January 11, 2015 


= 
© If you do not see the 
application bar, click the screen. 








The application bar appears. 


© Click Delete (i). 





Photos asks you to confirm the 
deletion. 


© Click Delete. 


Photos deletes the selected 
image or images. 


Sunday, January 11, 2015 


= 


This item will be deleted. 
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ou can print an image from the Pictures library, or from any subfolder in the Pictures library. 
When you activate the Print command, the Print Pictures dialog box appears. You can use this 
dialog box to choose a printer and a layout, and to send the image to the printer. 


You can print a single image or multiple images. If you work with multiple images, you can print 
them individually or print two or more images per sheet. 


Print an Image 


ep Open the image you want E riael 
to pri nt Saturday, March 28, 2015 


© If you do not see the 
application bar, click the screen. 





The application bar appears. 


© Click More (cm). 





Photos displays more € Photos 


Saturday, March 28, 2015 le Rt L Q) m) 
CO m m d n d S . are Slide show | Enhance Edi Rotate Delete 


© Click Print. 


Open with 
Copy 
Print 

» 4 
Set as lock screen 
Set as background 


File info 
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Th e Pri nt p a n e a p pe a rs . Butterfly Conservatory 043.JPG - Print 


Printer 


Photos displays a preview of the 4 EPSON xP-810 Series on BIGE ~ 
printout. ae 
1 
© Click and click the printer £ ~ 
you want to use. a 


Color mode 


Color 


© Select the number of copies you 
want. 


ED Click * and select the 
orientation of the photo. 





If you want to set extra options Butterfly Conservatory 043.JPG - Print 
such as the paper size, paper printer 
type, or printout quality you 


ch EPSON XP-810 Series on BIGE ~ 


prefer, click More settings. 
@ Click Print. — 
Portrait 
Photos sends your image to the cide mee 
printer. _ 


© 


8 Cancel 





Which orientation should I use? | What type of paper should I use for my photo printouts? 

The orientation determines how You can purchase a variety of photo-quality paper types for printing 
Photos lays out the image on the your digital photographs. Photo-quality paper, though more expensive 
page. If your image has a greater than multipurpose paper, is designed to create a more permanent image 
height than width, choose Portrait; | and improve the resolution and color of the printed image. Photo- 

if your image has a greater width quality paper comes in glossy and matte finishes. Be sure to select a 
than height, choose Landscape. photo-quality paper that your printer manufacturer recommends. 
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Take a Picture with Your PC Camera 





f your PC comes with a built-in camera or if you have an external camera attached to your PC, you 
can use the camera to take a picture of yourself, someone else, your surroundings — anything you 
want — using the Camera app. 


The Camera app also gives you the option of recording a video. The Camera app stores each photo or 
video in a new album called Camera Roll, which appears in your Pictures library. 





type camera. Trusted Window: 


In the taskbar’s Search box, 
@ Camera m2 
M 


x Settings 
© Click Camera. n 

à View scanners and cameras 
Folders 
[\ Camera Roll - in Pictures 
Camera Roll - in Pictures 
Store 
Fl Retro Photo Camera 
© Webcam Security Camera 
Web 
Ø camera 
Ø cameran eubanks 
Ø camera ready cosmetics 


© camera reviews 


sm My stuff 


cameral 


The first time that you start Let Windows Camera access your location? 
the Camera app, it asks for 
permission to use your location. Let Windows Camera access your location? 


@) Click Yes To change this later, go to the Settings app. 
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The Camera app loads. 


A live feed from the camera 
appears. 


If you want to adjust settings 
before taking the photo, click 
More (gm) and then click 
Settings. 


4) When you are ready to take the 
photo, click Photo (K0). 


If you want to record a video 
instead, click Video (fm). 


The Camera app takes the photo 
or starts the recording. 


© If you are recording a video, 
click Video (fg) again when 
you are finished. 


The Camera app saves your 
photo or video. 


I accidentally clicked Block when 

I first started the Camera app. How 
can I change this? 

Click Start (EH) and then click 
Settings. Click Privacy and then click 
the Webcam tab. Click the Camera 
switch to On. 


Li 


N . a 


Mis, 


| i 





| My video recordings take up lots of space. Can I fix this? 


Yes, you can switch to a lower resolution, a lower frame rate, or 
both. Click Settings and then open the Resolution list in the Video 
section. The default resolution is 640 x 480, but you can select a 
smaller resolution such as 320 x 240. Similarly, the default frame 
rate is 30 frames per second (fps), but you can switch to a frame 


| rate of 15fps or 12fps to save space. 
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CHAPTER 8 


Working wi 
Multimedia 


If you are into movies, TV shows, or music, you will appreciate the 
Windows apps that help you play, organize, edit, and generally get the 
most out of your multimedia. This chapter gives you the details on all 
the Windows media apps. 


Walking Tunes 


| | 35 songs in playlist + 2 hr 5 min 


> Play -} Addto g Rename 
© Albums 


Artists 








Songs 


Now playing 


New playlist Beautiful Dawn The Wailin' Jennys 
Civil Twilight The Weakerthans 
The Wake Up Song The Submarines 
Body of Work The Mynabirds 


Welcome Home Radical Face 


@ Paul McFedries 


(Not) Superstitious Snailhouse 


& Get music in Store > 
Ain't No Rest for the Wicked Cage the Elephant 


Gimme That 
Sloan 


Cm 





Import Videos from a Digital Camera .......... 182 


Navigate the Videos Library . . .. s.s sesse ee 184 
Watch aVideo. o s e e e 2.2 ee ewer eee ron 186 
Play a Muse DEE eee ee ee ees 188 
Copy Tracks from a MusicCD ........2.2.eee68-. 192 
Navigate the Music Library. . ....... 22 eee 194 
Play MUTT ec eas a ee es a ae 196 
Create a Playlist. 2... 1 1 ww ew ew ew we wee ws 198 


Switch Between PC Speakers and Headphones. ..... 200 





Import Videos from a Digital Camera 


yo can import videos from a digital camera and save them on your computer. If your camera 
stores the videos on a memory card, you can also use a memory card reader attached to your PC 
to upload the digital videos from the removable drive that Windows sets up when you insert the card. 


To perform the import directly from your digital camera, you need a cable to connect your camera 
to your PC. Most digital cameras come with a USB cable. After you have the digital videos on your 
system, you can view them. 





@ Plug in your camera or memory a ae 
storage card reader. Computer View 


~ 4 E, ThisPC > 
wt Quick access 


Note: If you see a notification, 
click the notification and then skip [Í] Documents 


v Folders (6) 














to step 5. 


© Click File Explorer (H). 
© Click This PC. 
File Explorer displays a list of 
the devices attached to your PC. 
4) Right-click your digital camera. 


© Click Import pictures and 
videos. 


The Import Pictures and Videos 
dialog box appears. 


@ Click Review, organize, and 
group items to import 
(© changes to (@#)). 


@ To make sure your videos are 
imported into the Videos library, 
click More options and follow 
the instructions in the first Tip. 


@ Click Next. 
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im Allan Gardens 
d Music 
{E Videos 


(@ OneDrive Pictures 
B 





—! This PC 


v Devices and drives (3) 


r b Apple iPhone 


aa DVD Drive (D:) 


e$ Homegroup 


Sitems 1 item selected 





rm 
` 
D Music 
Ki 


g Videos 
9 | i 
3 Local Disk (C:) 
3 


Open 

Open in new window 
Pin to Quick access 
Pin to Start 


Import pictures and videos 
Create shortcut 


Properties 


636 new pictures and videos were found 


(@) Review, organize, and group items to import 


(O Import all new items now 


Te Add Farg 
F By Oe G tags 


More op tions << 
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Working with Multimedia 





Windows displays the photos 
and videos that are on your 








camera. 
@ Videos are indicated with a Spee 
; s 3 6/22/2014, 6:23 AM 
filmstrip graphic. Z vat 
a Click each video that you want 
. [D Enteraname — 
to import (C] changes to [x]). TOIT 


š 19 Add tags View all 2 items 

@ If a group contains both photos 
and videos, click the group's tee — l 
6/20/2014, 10:36 AM to 2:46 PM 


View all link, and then click just N os 
the videos ([_] changes to [x]). 





oO Type a name for each video 
import. 


€ Click Import. 

















Windows imports the videos. 


Home Share View 


When the import 1S com plete, ~ & [B > Imported Pictures and Videos v © Search Imported Pictures and... 9 
File Explorer displays your fee Rae 4 2015-04-10 Belgium (C:\Users\Paul\Videos) (2) 
imported videos. (Bi Desktop À 

M Documents ; 


ME Downloads 


@ Windows stores the imported os pies 


videos in a folder named after — Belgium 001 Belgium 002 
tod ay’ S d ate & OneDrive 4 2015-04-10 Lake District (C\Users\Paul\Videos) (1) Á) 
Œ This PC > Dest: 


È Network 


# 
x” 
# 
+ 


d . 
Lake District 001 
°@ Homegroup 





How do I ensure my videos are How can I get my imported videos to appear in the 
imported into the Videos library? Movies & TV app? 
Follow steps 1 to 5 to open the Import | In the Search box, type movies and then click the Movies & 


Pictures and Videos dialog box and then | TV app. Click Settings (<c>), click Choose where we look for 
click More options. Click the Import videos, and click Add (#5). Click the folder that Windows 
videos to and then click Videos. created when you imported your videos, click Add this folder 
Click OK. to Videos, and then click Done. 
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efore you can work with your videos, you need to locate them on your PC. You do that by using 
the Movies & TV app to open the Videos library, which is a special folder designed specifically for 
Storing digital videos, movies, and TV shows. 


To get more out of the Videos library, you need to know the basic techniques for opening any videos 
that you have stored in it. If you are looking for commercial movies or TV shows, you can also use 
the Movies & TV app to buy or rent a movie or to buy a TV show episode. 





D Click Start (EE). © Paul McFedries nce Play and explore 
Click Movies & TV. eich Á s 
© I i A Paint a ©) = 2B 


2 Snipping Tool Calendar Microsoft Edge Groove Music Movies & TV Xbox 


Ey Sticky Notes 


cs} Get Skype 


© Alarms & Clock 


ie a Windows PowerShell 


File Explorer 
#03 Settings 
®© Power 


z= All apps 


1 J Search the web and Windows 


The Movies & TV app loads. 


© Click Menu (=). 3 Videos 
@ Click Videos. Folders 


Movies 


O 





Cottage 


Videos 


Yu 


Belgium Butterfly 


4 Downloads 
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CHAPTER 





Working with Multimedia 


The Movies & TV app displays 


the videos on your PC. Videos 


© If the Video library contains one Folders 
or more folders, click a folder. 
D -9 


Cottage 
K, “ae 


Belgium Butterfly It's Raining Cats Long Point 


Videos 


@ The Movies & TV app displays 
the digital videos in the 
selected folder. 


© You can click Back (<) to 
return to the previous section of 
the Movies & TV app. -= -Q 


At the Cottage 





How can I get my Camera app videos to appear in | How do I get movies and TV shows? 
the Movies & TV app? Click Start (EE) and then click Store to open the 
Open the Movies & TV app, click Settings (<9), click | Store app, and then click Movies & TV. Click a 


Preferences, click Choose where we look for movie or TV section heading (such as New Movies 
videos, click Add (55), select the Pictures folder, or Featured TV Shows); locate the movie, TV show 
click Camera Roll, click Add this folder to Videos, season, or TV show episode; and then click either 
and then click Done. Buy or Rent. 
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fter you know how to use the Movies & TV app to navigate your Videos library, as shown in the 

previous section, “Navigate the Videos Library,” you can use the app to select and play a video 
that you have on your PC. The Movies & TV app plays the video full screen on your PC, so you get the 
best viewing experience. When you have the video playing, you can pause and restart the playback, 
and you can use a special tool called the scrubber to quickly fast-forward or rewind the video to the 
spot that you want. 








| 1AF 
TAF ~ ps k 
| 


| LA H o \ 
WT WM wet 
l 


I 


Start a Video 
S In the Movies & TV app, locate Videos 
the video you want to play. 


© Click the video. 


hs hae ee 


Belgium Butterfly It's Raining Cats Long Point 


E & @& 





The Movies & TV app begins 
playing the video. 


[t's Raining. Cats! 


Feline Frolics in the ‘Hood 
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Control the Video Playback 
@ Click the screen. 


The Movies & TV app displays 
the playback controls. 


® You can click Pause (||) to stop 
and restart the playback. 


Ð You can click and drag the 
scrubber to rewind or fast- 
forward the video. 


® You can click the timeline to 
jump to that position in the 
video. 





How do I play a movie or TV show that I purchased or rented from the Windows Store? 

After your purchase or rental has been downloaded to your PC, it appears in the Movies & TV app. Click 
Start (EH) and then click Movies & TV to open the Movies & TV app. To watch a movie, click Menu (=), 
click Movies, and then click the movie you want to view. To watch a TV show, click Menu (=), click TV, 
and then click the episode you want to view. 
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ou can play music CDs in Windows Media Player. When you first insert an audio disc in your PC's 
optical drive (that is, a drive capable of reading CDs and DVDs), Windows asks what action you 
want to perform with audio CDs, and you can tell it to play them using Windows Media Player. 


The CD appears in the Now Playing window, and if you have an Internet connection you see the 
name of each track as well as other track data. You can control some playback options using the Now 
Playing window, but you can also switch to the Media Player library for more options. 


Play a Music CD 


Play a CD 


®© Insert a music CD into your — 


computer's optical drive. 


Windows displays an audio CD 
notification. 


D Click the notification. 


DVD RW Drive (D:) Audio CD 


a 


ak 


Windows displays a list of 
actions you can take when you DVD RW Drive (D:) Audio CD 
insert an audio CD. 


© Click Play audio CD. 


Note: If you see the Welcome to 
Windows Media Player dialog box, © Take no action 
click Recommended settings 

(© changes to @!) and then click 
Finish. 


Choose what to do with audio CDs. 


Play audio CD 
Windows Media Player N 
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The Windows Media Player Now 
Playing window appears and 
begins playing the audio CD. 
Skip a Track 
O Click Next (»»ı) to skip to the 
next track. 


© Click Previous (i««) to skip to 
the previous track. 


Pause and Resume Play 


@ Click Pause (©). 


Windows Media Player pauses 
playback. 


@ Click Play (@). 


Windows Media Player resumes 
playback where you left off. 


Can I change the CD's audio levels? 
Yes, Windows Media Player has a graphic equalizer component 
you can work with. To display it, right-click the Now Playing 


window, click Enhancements, and then click Graphic equalizer. 
To choose a predefined set of levels, click Default and then click 
a preset value such as Rock or Classical. Alternatively, you can 
use the sliders to set your own audio levels. 
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Human Highway 


a, 
Sed | fi i De 





Can I display something other than 
album art during playback? 

Yes. Right-click the Now Playing 
window and then click Visualizations 
to see a list of visualization categories. 
Click a category and then click the 
visualization you want to view. 





continued B> 
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Play a Music CD (continued) 





ou can use the playback buttons at the bottom of the Windows Media Player library to control 

how a CD plays. For example, you can easily switch from one song to another on the CD. You can 
also use the Repeat feature to tell Windows Media Player to start the CD over from the beginning 
after it has finished playing the CD. Windows Media Player also offers the Shuffle feature, which 
plays the CD’s tracks in random order. If you want to learn how to import music from the CD to 
Windows Media Player, see the next section, “Copy Tracks from a Music CD.” 





Stop Play 

© Click Stop (i). Human Highway A 9 
Windows Media Player stops 
playback. 


If you click Play (G@) after 
clicking Stop (iB), the current 
song starts over again. 


© Click Switch to Library (H) 
to open the Windows Media 
Player library window. 


dt ld 





The Windows Media Player 
library window opens. 





OO > Moody Motorcycle (E:) Play | Burn | | Sync 


Organize v Stream v~  Createplaylist v Rip CD Rip settings v "= æ |Search Pe @ 


Play Another Song 


10) In the details pane, 
double-click the song you 
want to play. 


Windows Media Player 





H) Paul McFedries 


[>] Playlists 
v JJ Music 
Q, Artist 
© Album 
© Genre 
E Videos 
(=) Pictures 


Album 


Audio CD (E:) — = 
mm Moody Motorcycle 


W) z 


Title 


Length Rip status 








Human Highway 


=) Alternative 


The Sound 


All Day 

Get Lost 

What World 

Sleep Talking 
Moody Motorcycle 
My Beach 


Contributing artist 


Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 


E) Other media Ode to Abner 


Pretty Hair 

Vision Failing 

Duties of a Lighthouse... 
| Wish | Knew 


Human Highway 


(©) Moody Motorcycle ( 


begins playing the song. 


Human Highway 


Human Highway 
(P Other Libraries 


[P pmcfedries@gmail.c 
[P win81books@live.co 
[P win81books2@live.c 
(P ricketts (loftpc) 

( Karen (loftpc) 

[P Karen (karensnewpe 
[P Greg (loftpc) 

[P Paul (pauls64bitpc) 


Human Highway 





SEES SSS S8SS8S8S8 


@ This area displays the 
current song title, the 
album title, and the song 
composer (if one is listed). 


Human Highway 











pme a Dy 
A REI Jim Guthrie; Nicholas T.. 00:32 MW O | B (i44 D bbij © —O— ) 
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Repeat the CD 
CŒ Click Turn Repeat On (©). 


Windows Media Player restarts 
the CD after the last track 
finishes playing. 


Note: To turn on Repeat from the 
Now Playing window, press © +09. 


Play Songs Randomly 


@ Click Turn Shuffle On (t4). 


Windows Media Player shuffles 
the order of play. 


Note: To turn on Shuffle from the 
Now Playing window, press œD +0. 


TIPS 


Organize v 


Organize v 


Stream v 


HE) Paul McFedries 
[>] Playlists 


v JJ Music 


@, Artist 
®© Album 
(© Genre 
E Videos 
(=) Pictures 
E) Other media 
©) Moody Motorcycle ( 


P Other Libraries 

[P pmcfedries@gmail.c 
[P win81books@live.co 
(P win81books2@live.c 
[È ricketts (loftpc) 

[P Karen (loftpc) 

( Karen (karensnewpc 
(P Greg (loftpc) 

( Paul (pauls64bitpc) 


Stream v 


H) Paul McFedries 
[>] Playlists 


v Ja Music 


@, Artist 
®© Album 
© Genre 
E Videos 
(=) Pictures 
E) Other media 
©) Moody Motorcycle ( 


P Other Libraries 

[P pmcfedries@gmail.c 
[P win81books@live.co 
[P win81books2@live.c 
[È ricketts (loftpc) 

[P Karen (loftpc) 

( Karen (karensnewpc 
(P Greg (loftpc) 

( Paul (pauls64bitpc) 


Why does my details pane not list the song titles? 
Windows Media Player tries to gather information 
about the album from the Internet. If it cannot 


ascertain song titles, it displays track numbers 
instead. To add your own titles, right-click each 
song title you want to change, click Edit, type your 


text, and press (57). 


OO > Moody Motorcycle (E:) 


Working with Multimedia 


Create playlist v Rip CD 


Album 
Audio CD (E:) 


OO > Moody Motorcycle (E:) 


Rip settings v 


S] 
+ 


Title 
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| 


Length 


Play | 


Rip status 


Burn 


| | Sync 


E x | Search p -@ 


Contributing artist 





Moody Motorcycle 
Human Highway 


SSSSESSSESESBSS8S88 
vv 
Cr nuawn = 





The Sound 

All Day 

Get Lost 

What World 

Sleep Talking 
Moody Motorcycle 
My Beach 

Ode to Abner 
Pretty Hair 

Vision Failing 
Duties of a Lighthouse... 
| Wish | Knew 











Create playlist v Rip CD 


Album 
Audio CD (E:) 


as Jim Guthrie; Nicholas T... 


Rip settings v 


a 
H 


Title 


Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 





| 


Length 





Moody Motorcycle 
Human Highway 


Ont ouwkrk wn — 


SE SSS8S8S8S8S8S8S8S8 





The Sound 

All Day 

Get Lost 

What World 

Sleep Talking 
Moody Motorcycle 
My Beach 

Ode to Abner 
Pretty Hair 

Vision Failing 
Duties of a Lighthouse... 
| Wish | Knew 











Play 


Rip status 


Burn 


| 
| acme 


“= vy |Search 2 -@ 


Contributing artist 





Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 
Human Highway 





Can I keep the Now Playing window in view at 
all times? 
Yes. You can configure the Now Playing window so 
that it stays on top of any other window that you 
have open on your desktop. Right-click the Now 

Playing window and then click Always show Now 
Playing on top. 
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Copy Tracks from a Music CD 





ou can add tracks from a music CD to the library in Windows Media Player. This enables you to 
listen to an album without having to put the CD into your optical drive each time. The process of 
adding tracks from a CD is called copying, or npping, in Windows. 


You can either rip an entire CD directly from the Now Playing window, or rip selected tracks using the 
library. You can also use the tracks to create your own playlists and to create your own custom CDs. 


Copy Tracks from a Music CD 


Rip an Entire CD Using the a 
Now Playing Window 


O Insert a CD into your computer's 
optical drive. 


Fleet Foxes 


The Now Playing window 
appears. 


© Click Rip CD (). 
Windows Media Player begins 
ripping the entire CD. 


Rip Selected Tracks Using the 


(>) 
Li b ra ry gO > Fleet Foxes (E:) Play | Burn Sync 














n i Organize v Stream ~ Createplaylist ~  &§ Rip CD Rip settings v "= y |Search Pr @ 
D Insert a CD into your com puter S Ein E o Be Title Length Rip status TE Er 
: : HE) Paul McFedries Audio CD (E:) E 
optical drive. ` Playlists a) Fleet Foxes [> 1 Sun It Rises 3: Fleet Foxes 
. : ‘es wae V 2 White Winter Hymnal - Fleet Foxes 
If the Now Playing window Spn Ba | osetia : Fleet Foxes 
E a ` adk v| 4 Tiger Mountain Peasant... 3: Fleet Foxes 
appears, click Switch to © Genre U Se . Fleet Foxes 
e £ Videos 6 He Doesn't Know Why - Fleet Foxes 
Li brary (H) : (=) Pictures 7 Heard Them Stirring Fleet Foxes 
E Other media >: 8 Your Protector - Fleet Foxes 
: : . © Fleet Foxes (E:) y eadowlar : eet Foxes 
Q Wi ndows Media Player displays H E o : nee xe 
a list of the CD’s tracks. A > 11 Oliver James : Fleet Foxes 
[P win81books@live.com (h 4 
3 [P win81books2@live.com ( 
2 Click the CD tracks that 4a ae 
you do not want to eS e . 
ren (karensnewpc 
copy ({#| changes to [_ |). ËP Greg (loftpe) 


( Paul (pauls64bitpc) 


© Click Rip cD. 














PE Fleet Foxes 01:32 4 v% O B (i A] bi) » —@— y 
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Windows Media Player begins 


copying the track or tracks. OU > Feet Foxes E) Sme | 


Organize ~ Stream ~ Create playlist v Q Stop tip Rip settings v “= w |Search 2 -@ 
© The Rip Status column displays Album Title on 
E) Paul McFedries Audio CD (E:) l 
the copy progress. Bj Playlists eet 
v J Music 
@, Artist 
®© Album 
(© Genre 
E Videos 
(=) Pictures 
E) Other media 
©) Fleet Foxes (E:) 











1 Sun It Rises 3:11 Ripped to library Fleet Foxes 
White Winter Hymnal 2:27 Ripped to library Fleet Foxes 
Ragged Wood 5:07 tipping 
Tiger Mountain Peasant... 3:29 Pending Fleet Foxes 
Quiet Houses 3:32 Pending Fleet Foxes 
He Doesn't Know Why 3:20 Pending Fleet Foxes 
Heard Them Stirring 3:02 Pending Fleet Foxes 
Your Protector 4:10 Fleet Foxes 
Meadowlarks 3:12 Pending Fleet Foxes 
Blue Ridge Mountains : Pending Fleet Foxes 


¥ 


Fleet Foxes 


OBE SGSBSESESS8O 
wont nw & WwW 


-ð = 
-< © 


FF Other Libraries 

[P pmcfedries@gmail.com 
[P win81books@live.com (lı 
[E win81books2@live.com ( 
[P ricketts (loftpc) 

[P Karen (loftpc) 

( Karen (karensnewpc) 

(P Greg (loftpc) 

[P Paul (pauls64bitpc) 


Oliver James Fleet Foxes 














© After each file is copied, the 


Rip Status column displays a JQ ’ Feet Fores Œ) | Piy || Bum || sme | 
Ripped to library message. Organize ~ Stream ~ Create playlist v Eè Rip cD Rip settings v = eson 2J@ 

















Album # Title Length | Rip status Contributing... 
© The copy is com plete when all ps eo cas ee Fleet Foxes 1 = It Rises 3:11 Ripped to library Fleet Foxes 
the tracks you selected display [AE adc oe ate 
the Ripped to library status. a na 


E Videos 

=] Pictures 

E) Other media 
©) Fleet Foxes (E:) 


He Doesn't Know Why 3:20 Ripped to library Fleet Foxes 
Heard Them Stirring 3:02 Ripped to library Fleet Foxes 
Your Protector 4:10 Fleet Foxes 
Meadowlarks 3:12 Ripped to library Fleet Foxes 
Blue Ridge Mountains 4:26 Ripped to library Fleet Foxes 
(P Other Libraries Oliver James 3:24 Fleet Foxes 


[P pmcfedries@gmail.com 
[P win81books@live.com (l 
[E win81books2@live.com ( 


[P ricketts (loftpc) 

[P Karen (loftpc) 

[P Karen (karensnewpc) 
[P Greg (loftpc) 

( Paul (pauls64bitpc) 


GHEGBEGG000g00am 
wont onw & wh 


=- = 
-< © 








PE Ragged Wood wol 8% O | E (iaa ) >i j 0 —0— ) 





How do I remove a track from the Can I adjust the quality of the copies? 
library? Yes, by changing the bit rate, which is a measure of how much 
In the library, click Music, click Album, of the CD's original data is copied to your computer. This is 


and then double-click the album that you | measured in kilobits per second (Kbps); the higher the value, 
ripped to display a list of the tracks. the higher the quality, but the more hard drive space each 
Right-click the track that you want to track takes up. Click Rip Settings, click Audio Quality, and 
remove and then click Delete. then click the value you want. 
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efore you can work with your songs and albums, you need to locate them on your PC. You do 
that by using the Groove Music app to open the Windows Music library, which is a special folder 
designed specifically for storing digital music. 


To get more out of the Music library, you need to know the basic techniques for opening any albums 
that you have stored in it. You can also use the Groove Music app to purchase commercial albums or 
songs. 





@ Click Start (EA). 
© Click Groove Music. 


ar, Paul McFedries Life at a glance Play and explore 


2 © 24 


= Snipping Tool Calendar Microsoft Edge Groove Music Movies & TV 
MMB Sticky Notes 
cs} Get Skype G3 
© Alarms & Clock > 


ir af Windows PowerShell 


OneNote 


-@- 
File Explorer b Weather 
03 Settings 
O) Power 
E All apps 
1 
The Groove Music app loads. Groove Music 
© Click Menu (=). 3 Albums 


>$ Shuffleall Filter: All (56) Sort by: Date added *Æ Select 





-casserode- 
E a NS Salaliins 


Peaceful, the World Stranger Casserole - EP 
Lays Me Down Nathan Nathan 
Noah & The Whale 


Philadelphia Sigh No More Songs We Sing Lily Come Down 


Museum Pieces Mumford & Sons Mumford & Sons Matt Costa Lily Come Down 
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The Music library appears. 2 


H Click a music category. 


@ The music in that category 
appears. 


@) Click a category item. 


Albums 


4 Q, Artists 


ilı Now playing 


New playlist 


Walking Tunes 


Paul McFedries 


Get music in Store > 


@ If the category item contains C 
multiple subitems, Music = 
displays those subitems. 


@ You can click Back (<) to 
return to the previous section of kin 
the Groove Music app. 


Albums 


Songs 


il Now playing 


New playlist 


Walking Tunes 


@ Paul McFedries 


Â Get music in Store > 


What if a song that I want to play does not appear in 
the Music library? 
If your song is outside the Music library, the Groove Music 


app does not see it. Click Settings (o>), click Preferences, 
click Choose where we look for music on this PC, and 
click Add (58). Locate and click the folder that contains 
your music, and then click Add this folder to Music. 


Working with Multimedia 


Artists 


B 


dd Songs A 


Band of Horses 


1 album 


Cage the Elephant 


1 album 


In Collection 


Lamprey 
Bettie Serveert 


>$ Shuffleall Filter: All (31) Sortby: Atoz ž 


Bettie Serveert Blitzen Trapper 
2 albums 1 album 


A ia 


Cuff the Duke 


1 album 


Bettie Serveert 


X Pinto start 


Palomine 
Bettie Serveert 





How do I buy an album? 
Click Start (EH) and then click Store to open 
the Store app, and then click Music. Either 
use the Search box to look for the artist or 
album title, or click a section heading, and 
locate the album. Click the album and then 
click the price button. 


CHAPTER 


Broken Social S 
1 album 
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Play Music 


f you want to listen to music while using your PC, and your PC has either built-in or connected 
speakers, you can use the Groove Music app to play tunes from your Music library. You can listen 
to all the songs on an album, all the songs from a particular artist, or individual songs. 


The Groove Music app offers several features for controlling the music playback. You can also play 
albums, artists, and songs in random order and play albums and artists repeatedly. 


Play Music 


Start Music 
€D Use the Groove Music app to 
display your music. 


Note: See the previous section, 
“Navigate the Music Library,” 
for details. 


a Click the item that contains the 
music you want to play. 


The Groove Music app opens the 


item and displays a list of songs. 


© Click Play (D). 


@ You can also click a song and 
then click Play ([>). 
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Groove Music 


Sloan 


, ‘ 
| A | i | “J += Pin to start 
Albums rar > ) . 

7 | wy 


Artists P 
TOS Pp 3s 
A 


Songs 


Now playing 


New playlist 


Walking Tunes 


Action Pact Between The Bridges Commonwealth 
Sloan Sloan Sloan 


Action Pact 
Sloan * 2003 » Rock 


> Play -} Addto Q& Explore artist 


More 


1 GimmeThat PD 
2 Live On 

3 Backstabbin’ 

4 The Rest Of My Life 


5 False Alarm 








Control the Music Playback 
@ When you play music, the 
Groove Music app displays the 
playback controls. 


@ You can click Pause (||) to stop 
and restart the playback. 


© You can click and drag the 
scrubber to rewind or fast- 
forward the current song. 


@ To control the volume, you can 
click Volume (£f) and then 
click and drag the slider. 


@ You can click Next (H) to jump 
to the next song. 


@ You can click Previous (M) 
to return to the beginning 
of the current song; click 
Previous ([BJ) again to jump 
to the previous song. 


TIPS 


alı 1 Gimme That 


2 Live On 


3 Backstabbin’ 
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Action Pact 
Sloan * 2003 * Rock 


> Play -+ Addto & Exploreartist -++ More 


4 The Rest Of My Life 


5 False Alarm 


6 Nothing Last Forever Anymore 


7 Hollow Head 


Gimme That 
Sloan 


1 Gimme That 
alı 2 Live On 


3 Backstabbin’ 


Action Pact 
Sloan * 2003 * Rock 


D> Play -} Addto Ñ Exploreartist +++ More 


4 The Rest Of My Life 


5 False Alarm 


6 Nothing Last Forever Anymore 


7 Hollow Head 


Is there a way to get an album to automatically start 


over from the beginning? 


Yes, the Groove Music app offers a Repeat feature that 


automatically restarts the current album from the 
beginning as soon as the album ends. To activate 
this feature, start playing the album and then click 
Repeat ({8)). 





How do I play an album’s or artist’s songs 
randomly? 

You need to activate the Shuffle feature, which 
plays the songs for the current album or artist 
in random order. To activate this feature, start 
playing the album or artist and then click 
Shuffle (Es). 
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Create a Playlist 





playlist is a collection of songs that represents a subset of your total music collection. A playlist 
can include audio tracks you ripped from a music CD, songs downloaded from the Internet, or 
music purchased through the Xbox Music Store. 


You can use the Groove Music app to create customized playlists that include only the songs you 
want to hear. For example, you might want to create a playlist of upbeat or festive songs to play 
during a party or celebration. Similarly, you might want to create a playlist of your current favorite 
songs to play during a workout. 





Create a Playlist 


@ Click Menu (=). Grove Musie 
@ Click New playlist. > — Albums 
>S Shuffle all Filter: All (56) Sort by: Date added 


Albums 
Q Artists 


Songs 


Now playing Peaceful, the World Stranger Key Principles 
Lays Me Down Nathan Nathan 
Noah & The Whale 


2 New playlist 


5 

AR F 

E 

Museum 
Pieces 


‘casserode- 
il abla atin 
Casserole - EP Philadelphia Sigh No More 


Music prompts you to name the 


E Albums 
new playlist. 
Artists 
E Type a name for the new 
playlist. E 
o Click Save. ' Now playing Peaceful, the World Stranger Key Principles 
Lays Me Down Nathan Nathan 


Noah & The Whale 


layli 
le Tel Name this playlist 


‘casserode- 
all liana de all 
Casserole - EP Philadelphia Sigh No More 


Nathan Museum Pieces Mumford & Sons 


«@ Paul McFedries 


TT 
& Get music in Store > Mein O 
SONGS “ 


NC 
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©) Click a song that you want to p 
add to the playlist. = 
@ Click Add (Fa). 
ED Click the name of your playlist. =“ 
Q Artists 
Music adds the song to the a 
playlist. | 
New playlist 
@ Click Menu (3). 
& Click the playlist. 8 


Albums 


© Music displays a list of the 
songs you added. 


10) Click Play ([) to listen to the 
playlist. 


Artists 
dd Songs 


ı Now playing 


New playlist 


e) =~ Walking Tunes 


@ Paul McFedries 


& Get music in Store > 


How do I make changes to an existing playlist? 
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NAUNA ENS 


1 One Voice 


2 Saucy Sailor 


3 Arlington 


4 Beautiful Dawn 


5 Untitled 


6 This Is Where 


7 Old Man 


4 
pà Í 
3 { 
id ne 
14 r, 
i v 
à 5 
7 
a Å 


Beautiful Dawn 


Civil Twilight 


The Wake Up Song 


Body of Work 


Welcome Home 


(Not) Superstitious 


40 Days 


The Wailin' Jennys + 2004 » Folk 
> Play -+ Addto Q Explore artist 


‘++ More 


The Wailin® Jennys 
The Wailin® Jennys 
The Wailin' Jennys 


> Som Now playing 


New playlist 


Walking Tunes N 


The Wailin' Jennys 


Walking Tunes 


35 songs in playlist + 2 hr 5 min 


> Play + Addto g Rename =- 


The Wailin’ Jennys 
The Weakerthans 
The Submarines 
The Mynabirds 
Radical Face 


Snailhouse 





Ain't No Rest for the Wicked Cage the Elephant 


Click the playlist to open it. To change the playlist name, click Edit (FA), 
type the new playlist name, and then click Save. To change the song order, 


click and drag songs up and down, or right-click a song and then click either 
Move up or Move down. To delete a song from the playlist, right-click the 
song and then click Remove from playlist. 


How do I delete a playlist? 
Click the playlist to open it, 
click More (---), and then 
click Delete. When Music 
asks you to confirm, click 
Delete. 





199 


Switch Between PC Speakers and Headphones 





f you have connected a pair of headphones to your PC, you can use those headphones to listen 

to music or to hear the sound from videos, TV shows, and movies. If you want to listen through 
your PC’s built-in sound system instead, you must disable the headphones by disconnecting them. To 
avoid that hassle, you can leave your headphones connected and use Control Panel’s Sound feature 
to switch between sound output devices. 





1) In the Search box, type control. 
@ Click Control Panel. neni 
int 


Apps 

T Default Programs 
EJ Settings 

Settings 


@ Control the computer without the 
mouse or keyboard 


=a Set up USB game controllers 

®© Change User Account Control settings 
Web 

Ø controller 

Ø control4 

Ø control panel 

Store 

IP CAM Controller 


aa My stuff Ø Web 


co ntrol| 


The Control Panel appears. EE Control Panel =z 0 xX 


&) Click Hardware and Sound. 


€ ~ 1 E > Control Panel v Search Control Panel „9 
Adjust your computer's settings View by: Category Y 


System and Security User Accounts 


Review your computer's status e) Change account type 
Save backup copies of your files with 


File History Appearance and 


Backup and Restore (Windows 7) l 


Find and fix problems Personalization 


Change the theme 
Network and Internet Adjust screen resolution 
View network status and tasks 


Choose homegroup and sharing options yy a and Region 


Hardware and Sound Change input methods 
View devices and printers Change date, time, or number formats 


J Adda devi 
a device Ease of Access 
Prager Let Windows suggest settings 


Optimize visual displa 
Uninstall a program j ii 
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The Hardware and Sound F 
window appears. v > Eo) > Control Panel > Hardware and Sound > v & Search Control Panel 


4) Click Manag e audio devices. eee ¿J Devices and Printers 
ae) Add a device | Advanced printer setup | Mouse 9 Device Manager 


System and Securi 
et y Change Windows To Go startup options 


Network and Internet 
Hardware and Sound AutoPlay 


Change default settings for media or devices | Play CDs or other media automatically 
Programs 


User Accounts and Family Sound . ; 
Safety Adjust system volume | Change system sounds | Manage audio devices 


Appearance and i Power Options 

Pernai B Change battery settings | Change what the power buttons do 

Clock, Language, and Region Require a password when the computer wakes | Change when the computer sleeps 
Ease of Access Adjust screen brightness 


& Display 
= Make text and other items larger or smaller | Adjust screen resolution 
How to correct monitor flicker (refresh rate) 


i% Windows Mobility Center 
Adjust commonly used mobility settings | Adjust settings before giving a presentation 


The Sound dialog box appears 
with the Playback tab selected. 


maak 
© Click the audio device you want Select a playback device below to modify its settings: 
to use for the sound playback. Digital Audio (HDMI) 
a, 2- High Definition Audio Device 
@ Click Set Default. Not plugged in 
Speakers 7 l 
CD Click OK. @ be prae Audio Device 
| | © Speak 
Windows PS the device g High A Audio Device 
you set as the default for sound ) Ready 
Speak 
playback. USB Audio Device 





V] Default Device 





I am hard of hearing in one ear. How do I turn up | How can I prevent wide fluctuations in volume 
the headphone sound for that ear? between the different media that I play? 
Follow steps 1 to 4, click your headphones, click Activate the Loudness Equalization feature, which 


Properties, click the Levels tab, and then click makes all your PC’s sounds equally loud. Follow 
Balance. In the Balance dialog box, drag the slider steps 1 to 4, click your headphones, click Properties, 
marked either L (left) or R (right) to the level you click the Enhancements tab, click Loudness 
prefer and then click OK. Equalization (|_| changes to [#]), and then click OK. 
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CHAPTER 9 


Editing 
Documents 


To be productive with Windows, you need to know how to work with 
documents. In this chapter, you learn how to create, save, open, and 
work with documents and OneNote notebooks. 


v drawing time objet 


Insert Editing 


| ANE EEE ERAS TEEVEE CELTEEZE SEXINESS EEE 


New Words in the Modern Workplace 


If you've been working so hard lately that you feel as though you're practically living 
in your cubicle, that’s at least a linguistically appropriate feeling. That's because the 
word cubicle comes from the Latin term cubiculum, which roughly translates as 
"bedroom." That was how cubicle was used in English until around the 16th century. 
About 300 years later, cubicles resurfaced as small sleeping areas that were 
separated using wooden partitions that didn't quite reach the ceiling| 


The office cubicle as we know it today was the brainchild of a fellow name Harold 
Probst, who worked for the Herman Miller company in the 1960s. Before Mr. Probst 
came along, offices were arranged bullpen-style, with desks out in the open in 
regimented rows, the workers arranged like so many galley slaves. Probst saw much 
wrong with this design, including what he memorably called the "idiot salutation 
problem": the constant interruptions caused by every Tom, Dick, and Harriet saying 
"Hello" to you as they walked by. 


His solution was to use panels and tall storage units to give each worker their own 
private area. and thus the modern cubicle was born. (Later. someone asked Probstif  — ž 


| 10% © -= 





Create and Save a Document ........24.ecee8-. 204 


Open a Document Porree STE kde es Pokemon rs 206 
Change the Text Font. .. . sses eese sooo 208 
UA ea a a eck a a a a ke a aa a 210 
Replace Text FETT FS ae ws kate oe a ee cars 212 
Insert Special Symbols... ......2. 22 ee eves 214 
Make a Copy of a Document. ........2..2ce6-8 216 
Create a OneNote Notebook. ...........2..-. 218 
Add Pages and Sections to a Notebook ......... 220 
Add Text Notes TEET a ae ee he ee wee eae re 222 
Add an Image to a Notebook Page ........... 224 
Work with Notebook Lists ............e.6-. 226 


Print a Document .........5e-ecececevsece 228 


Create and Save a Document 





hen you are ready to create something using Windows, in most cases you begin by launching 

a program and then using that program to create a new document to hold your work. Many 
Windows programs (such as WordPad and Paint) create a new document for you automatically when 
you begin the program. However, you can also use these programs to create another new document 
after you have started the program. 


After you create a document and make any changes to it, you must save the document to preserve 


your work. 





Create a New Document 


@ Click File. 


E Néi E Recent documents foi E) ES a: 4 Find 
3 : Picture Paint Dateand Insert... Se 
@ Click New. 4 Open ~ drawing time object iHi Selecta 
The program creates the new ba e 
document. [N svea 


Note: In most programs, you can 
also press @D +0 to create a new 
document. 


Save a Document 


@ Click File. 


© Click Save. 


Note: In most programs, you 
can also press @D +6 or click 
Save (|). 


Note: If you saved the document 
previously, your changes are now 
preserved. You do not need to follow 
the rest of the steps in this section. 
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A Print 

ue Page setup 
[=] Send in email 
(i) About WordPad 
we 


Recent documents 


S| Save as 

A Print 

Dg Page setup 
[= Send in email 
i} About WordPad 
B 





Eg E a 


Picture Paint Dateand Insert as 
z drawing time object 1E; Select all 








If this is a new document that 
you have never saved before, 
the Save As dialog box appears. 


E) Click Documents. 


Note: In most programs, the 
Documents library is selected 
automatically when you save a 
document. 


© Windows opens the Documents 
library. 


O Click in the File Name text box 
and type the name you want to 
use for the document. 


Note: The name you type can be up 


CHAPTER 


Editing Documents 





T B > ThisPC > Documents v & Search Documents 
Organize v New folder 
v & Quick access 
fm Desktop 
3 Scanned Windows 
Documents Security 


[ME Downloads + 
IE Pictures # 


> @ OneDrive 
> Œ This Pc 
> $È Network 


> ©@ Homegroup 





File name: Document 














Save as type: Rich Text Format (RTF) 





v| Save in this format by 
ia Hide Folders default 





M B > This PC > Documents v & Search Documents 


Organize v New folder 


Æ Quick access 
o Desktop EA 
IMS Documents Scanned Windows 


y Documents Security 
Downloads 


IE Pictures 


to 255 characters long, but it 
cannot include the following 
characters: <>, ? :" \*. 


@ Click Save. 


The app saves your document in 
the folder you specified. 


d&a OneDrive 
E This PC 
oO Network 


sÅ Homegroup 


Save as type: Rich Text Format (RTF) 


¥) Save in this format > Sae | | Cancel | 
[a Hide Folders default conn 




















TIPS 


Why do I need to save a document? Do I have to save all my files to the 

As you work on a document, Windows stores the changes in Documents library? 

your computer's memory. However, Windows erases your PC’s | No. You can create a subfolder within 
Documents. In the Save As dialog box, click 
New folder, type the name of the folder, 
press (=. —), double-click the new folder, 
and then follow steps 4 and 5. 


memory whenever you shut down or restart the computer. 
Without saving, you would lose all the changes you have 
made to your document. Saving the document preserves 
your changes on your computer's hard drive. 
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Open a Document 


T work with a document that you have saved in the past, you typically need to open the document 
in the program that you used to create it. When you save a document, you save its contents to 
your PC's hard drive, and those contents are stored in a separate file. When you open the document 
using the same application that you used to save it, Windows loads the file's contents into memory 
and displays the document in the application. You can then view or edit the document as needed. 


Open a Document 


@ Start the program you want to 





work with. i ee a ~ Z E3 F a4 : 
: . 7 pl Gy) ji p Find 
Click Fi le. , 2 car a =f Picture Paint Date and Insert ee 
f 2 Brainstorming Notes m drawing time object 
. 3 Soup-Nuts Continuum Found 
@) If you see the document you -m 1 i panes 
. e 5 Customer Feedback 
want in a list of the most "T Shain: 
recently used documents on the | See ete tae 
3 ` x Print á ogophilia ccoun 
File menu, click the name to w —— a a 
` > | Me haesen 
open it. You can then skip the sae) Pa se 
rest of the steps in this section. [=] seng in emai 
E Click Open. (i) About WordPad 


E 


Note: In most programs, you 
can also press (= +09 or click 


Open (1). 


The Open dialog box appears. 


D Click Documents. ~ A > ThisPc = B) Search This PC P 
Organize v œŒ @ 


Æ Quick access 4 Folders (6) 


Note: In most programs, the 
Documents library is selected 

r fA Desktop 
automatically when you open a JF Documents 


document. JE Downloads 
IE Pictures = 


© If you want to open the = 
(@ OneDrive 
document from some other 
folder, click here, click your 
username, and then double-click 
the folder. A ASS 


Desktop 


Documents 


Ẹ This PC Downloads 


È Network 


LEL 





File name: | v| All Wordpad Documents (*.rtf, ¥ 

















Open Cancel 








206 





© Windows opens the Documents 
library. e 


© Click the document name. 
@ Click Open. 


Organize v New folder 


Quick access 
a Desktop 
MS Documents 
W% Downloads 
IE Pictures 


Brainstormi 
ng Notes 


(@ OneDrive 
E This PC 
$È Network 


sÅ Homegroup 


Editing Documents 


~ 4 [> ThisPC > Documents > EO 


Scanned 
Documents 


Logophilia 
Ltd 
Account 


h 


| 


Windows 
Security 


Logophilia 
™ Account 


[= 


| 


v & 


> 
a 
ae 


Continuum 
Dynamics 
Acct 


> 


Phishing 
Addresses 


hid) S 


Search Documents 


ial) 


a 
ril 


Customer 
Feedback 


a 
y 


Presentatio 
n Notes 


= 


| 
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Ideas List 


Y 





File name: | Conference Agenda 2016 


vi All Wordpad Documents (*.rtf, v| 





© The document appears in the 
program window. 


Home View 


File 
Biz 
{2) Copy 


Paste 





Calibri 








Clipboard 


f= =: 


Q Agenda for 2016 Conference 


Day 1 
9:00 - 9:15 Welcome 
9:15 - 10:00 
10:00 - 10:30 
10:30 - 10:50 
10:50 - 12:00 
12:00- 1:30 Lunch 
1:30 - 2:30 


TIPS 


Is there a more direct way to open a document? 
Yes, there is. You do not always need to open the 
program first. Instead, use File Explorer to open the 


folder that contains the document and then double- 
click the document. Windows automatically launches 
the program and opens the document. 





Keynote Speech 
Q & A Session 
Coffee Break 


Panel Session 


Guest Speaker 


Q & A Session 


X 


Paragraph 


Insert 








Cancel | 





4 Find 


ab. Replace 


Picture Paint Date and Insert 
drawing time 


object 





Is there a quick way to locate a document? 

Yes, Windows offers a documents search feature, 
which is handy if your Documents library contains 
many files. Use the taskbar’s Search box to type 
some or all of the document’s filename, click Search 
my stuff, and then click the Documents tab. 
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Change the Text Font 


y” can add visual appeal to a document by changing the font formatting. The font formatting 
includes attributes such as the typeface, style, size, or special effects. 





A typeface — also called a font — is a distinctive character design that you can apply to the 
selected text in a document. The type style refers to formatting applied to text, such as bold or 
italics. The type size refers to the height of each character, which is measured in points; 72 points 
equal one inch. Special effects are styles that change the appearance of the text, such as underline 


and strikethrough. 


Change the Text Font 





Select the text you want to 
format. 





@ Find 
ab, Replace 
Picture Paint Date and Insert = 
~ drawing time object iH; Select all 


File 
= & cut colibri Qs Jes IEG 
Ha Copy | | 
BI j 


Paste 


Clipboard ¢ Paragraph Editing 


9:00 - 9:15 Welcome 

9:15- 10:00 Keynote Speech 
10:00 - 10:30 Q & A Session 
10:30 - 10:50 Coffee Break 
10:50 - 12:00 Panel Session 
12:00 - 1:30 Lunch 

1:30 - 2:30 Guest Speaker 


2:30 - 3:00 Q & A Session 


@) Display the font options. 3 
@ In WordPad, you display the F T a 


font options by clicking the TEE 
Home tab. 





@ Find 


ab. Replace 
Picture Paint Dateand Insert 
’ drawing time object 


W i 
Wio iii 


Clipboard Paragraph 


Note: In many other programs, you 
display the font options by clicking 
Format in the menu bar and then nans ee 
clicking the Font command. 9:15-10:00 Keynote Speech 
10:00 - 10:30 Q & A Session 
10:30 - 10:50 Coffee Break 
10:50 - 12:00 Panel Session 


12:00 - 1:30 Lunch 


1:30 - 2:30 Guest Speaker 


2:30 - 3:00 Q & A Session 
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E) In the Font list, click = and then 
click the typeface you want. 



















Home View 
an X cut 
Copy 





4 
<> 
Wt 
4 


al E3 @& Find 


ab, Replace 





W i 
hl iii 


In the Size list, click = and then Paste ee = = Picture Paint Dateand Insert 
` ` Clipboard EBRE T T Paragraph Insert Editing 
click the type size you want. E u ECEAT AREARE SRERUWET REEI OHE 


E 
Segoe Ul Semibold 


i a ea ant 6 Conference 
Segoe UI Symbol 

Sitka Banner 

Sitka Display 

Sitka Heading 

Sitka Small 

Sitka Subheading 
Sitka Text 

Small Fonts 

Symbol 

System 

Tahoma 

Terminal 

Times New Roman 
Trebuchet MS 
Verdana 

Webdings 

Wingdings 

my Show more fonts 














veaker 
v 





© For bold text, click Bold (B). 


View 











@ For italics, click Italic (F). ia |= aay ; = AS 
ED For underlining, click : i... Nv rawing time objec 
Underline (U). aE : 
@ For color, click the Font color + Agenda for aji erence 
and then click a color. Day 1 Apae 


9:00 - 9:15 Welcome 


@ The program applies the font 


formatting to the selected text. AN EER 


10:00 - 10:30 Q & A Session 
Note: Here are some shortcuts that T EEEE 


work in most programs: For bold, press ee a eer 


CD-e; for italics, press C0- 0; ee weap Weck 
for underline, press œD +0. 


1:30 - 2:30 Guest Speaker 


2:30 - 3:00 Q & A Session 


How can I make the best use of fonts in my documents? 
Use one or two typefaces to avoid the “ransom note” look. 


Avoid overly decorative typefaces because they are often difficult to read. 

Use bold only for document titles, subtitles, and headings. 

Use italics only to emphasize words and phrases, or for the titles of books and magazines. 
Use larger type sizes only for document titles, subtitles, and, possibly, headings. 


In general, dark text on a light background is the easiest to read. 
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Find Text 


ih large documents, when you need to find specific text, you can save a lot of time by using the 
program’s Find feature. In short documents that contain only a few dozen or even a few hundred 
words, finding a specific word or phrase is usually not difficult. However, many documents contain 
hundreds or even thousands of words, so finding a word or phrase becomes much more difficult and 
time consuming. 





You can work around this problem by using the Find feature, which searches the entire document 
in the blink of an eye. Most programs that work with text — including the Windows WordPad and 
Notepad programs — have the Find feature. 





@ Click Find. 





C In WordPad, you display the Cec (aoe ea ee E 3 
Editing options by clicking the E i Copy B 2 = BBE =a eee Picea grma oai S 


Home tab. Clipboard o Paragraph Insert 
ne ec a qd 4 sore pe ee Ain ee poe ies pics 


Note: In many programs, you run 


the Find command by clicking Edit 
If you've been working so hard lately that you feel as though you're 


in the menu bar and then clickin g practically living in your cubicle, that’s at least a linguistically 
e . appropriate feeling. That's because the word cubicle comes from the 
th e Fin d comman d, or by pressing Latin term cubiculum, which roughly translates as "bedroom." That was 
Ctrl Es gB. how cubicle was used in English until around the 16th century. About 
300 years later, cubicles resurfaced as small sleeping areas that were 
separated using wooden partitions that didn't quite reach the ceiling. 


New Words in the Modern Workplace 


The office cubicle as we know it today was the brainchild of a fellow 
name Harold Probst, who worked for the Herman Miller company in the 
1960s. Before Mr. Probst came along, offices were arranged bullpen- 


style, with desks out in the open in regimented rows, the workers 
arranged like so many galley slaves. Probst saw much wrong with this 
design, including what he memorably called the “idiot salutation 
problem": the constant interruptions caused by every Tom, Dick, and 
Harriet saying "Hello" to you as they walked by. 


100% (=) 
The Find dialog box appears. 
@) Click in the Find What text box 


a a heime- o 


find. 
© Click Find Next. [_] Match whole word only 
|_| Match case 





210 


CHAPTER 


Editing Documents 











© The program selects the next EUSE TER 
instance of the search text. GEE om: view 
B gen i mS eM Lo. 
Note: If the search text does not Paste B oe Pure pant Dateand inset = 
exist in the document, the program e -A E- 


displays a dialog box to let you 
throw it over the wall (1985) To pass a project or problem to 

know. another person or department without consulting with them or 

coordinating the transfer in any way. Caig Estep. aos that the 


4) If the selected instance is not 
the one you want, click Find 
Next until the program finds 








the correct instance. The Flexible Office 
7 : In the early 1970s, some enlightened employers realized that there was 
© Click Close ( x ) to close the no earthly reason why every employee had to putin their eight-hour 


è , days from 9 to 5. As long as the company received its eight hours work 
Fin d di a lo g b OX. for eight hours pay, an employee ought to be free to begin their day at 7 
a.m. or at 10, depending on their relationship with their alarm clock. 


This new arrangement provided a welcome flexibility, so it was called 
(> fextime (1972) or flexitime (1973). 
ae i : ‘ Sa! ia Ge = 
@ The program leaves the found | 
text selected. me fem view 


8 Cut [Cambria qu Jas #8 = g E3 Sap 
ìà Copy —_ aù Replace 
Paste d oa S 


I U de X: x’ 2- A =z Picture Paint Dateand Insert 
R v drawing time object 








Clipboard Font Insert 


throw it over the wall (1985) To pass a project or problem to 
another person or department without consulting with them or 
coordinating the transfer in any way. Craig Estep...says that the 
root of the CitationJet problem was "engineering would design the 
airplane and throw it over the wall to manufacturing who would 
take what they got" and move on to production—a classic failure. 
(Fortune, May 1, 2000) 


The Flexible Office 

In the early 1970s, some enlightened employers realized that there was 
no earthly reason why every employee had to put in their eight-hour 
days from 9 to 5. As long as the company received its eight hours work 
for eight hours pay, an employee ought to be free to begin their day at 7 
a.m. or at 10, depending on their relationship with their alarm clock. 


This new arrangement provided a welcome flexibility, so it was called 
| flextime (1972) or flexitime (1973). 


100% (=) 





TIPS 


A search for a word such as the also matches A search for a name such as Bill also matches 
larger words such as theme and bother. How can the non-name bill. How do I fix this? 
I avoid this? In the Find dialog box, click Match case ({_| changes 


In the Find dialog box, click Match whole word to [¥]). This tells the program to match the search 
only ({_| changes to |#|). This tells the program to text only if it has the same mix of uppercase and 
match the search text only if it is a word on its lowercase letters that you specify in the Find What 
own. text box. 
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Replace Text 





yo: can make it easier to replace multiple instances of one word with another by taking advantage 
of the program's Replace feature. Do you need to replace a word or part of a word with some 
other text? If you have several instances to replace, you can save time and do a more accurate job if 
you let the program’s Replace feature replace the word for you. Most programs that work with text — 
including the Windows WordPad and Notepad programs — have the Replace feature. 


Replace Text 





@ Click Replace. 


© In WordPad, you display the Editing 
options by clicking the Home tab. 





a po ES 


Picture Paint Date and Insert 
= drawing time object 


ilk 
il iii 


Clipboard Paragraph Insert Editing 


Note: In many programs, you run the O OO CC CC CC NENEZ ERERERES EERE REED OCH ICN 
Replace command by clicking Edit in the New Words in the Modern Workplace 
menu bar and then clicking the Replace 


, If you've been working so hard lately that you feel as though you're 
command , Or by pressing + G). practically living in your cubicle, that’s at least a linguistically 
appropriate feeling. That's because the word cubicle comes from the 
Latin term cubiculum, which roughly translates as "bedroom." That was 
how cubicle was used in English until around the 16th century. About 
300 years later, cubicles resurfaced as small sleeping areas that were 
separated using wooden partitions that didn't quite reach the ceiling. 


The office cubicle as we know it today was the brainchild of a fellow 
name Harold Probst, who worked for the Herman Miller company in the 
1960s. Before Mr. Probst came along, offices were arranged bullpen- 
style, with desks out in the open in regimented rows, the workers 
arranged like so many galley slaves. Probst saw much wrong with this 
design, including what he memorably called the "idiot salutation 
problem": the constant interruptions caused by every Tom, Dick, and 
Harriet saying “Hello” to you as they walked by. 





100% (=) 
The Replace dialog box appears. E | H 9 © = | New Words in the Modern Workplace - WordPad 
ick j i = | ee ee ae =) zal #4 Find 

@ Click in the Find What text box, and ao ae Ju E F = = F ie 

type the text you want to find. Faste BrUm%x 2-A- El ate ee ee | aca 
© Click in the Replace With text box, and ss /EEREREERERREY EEERERES SEREEERY EEEE 

type the text you want to use as the New Words in the Modern Workplace 

replacement. 


@ Click Find Next. prise -0 


Replace with: = 3) ‘| | Replace 








fer company in the 
1960s. Before Mr. Probst came along, offices were arranged bullpen- 
style, with desks out in the open in regimented rows, the workers 
arranged like so many galley slaves. Probst saw much wrong with this 
design, including what he memorably called the "idiot salutation 
problem": the constant interruptions caused by every Tom, Dick, and 
Harriet saying "Hello" to you as they walked by. 





100% (=) 
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E | H © © = | New Words in the Modern Workplace - WordPad 


© The program selects the next 
instance of the search text. 


Home View 
& £ ‘Cambria waa! -|14 x A a = z: : b F ES P i 
- ab Replace 
sac 


Picture Paint Dateand Insert 





Copy 


Note: If the search text does not 
exist in the document, the program 
displays a dialog box to let you 
know. 


© If the selected instance is not 
the one you want, click Find 
Next until the program finds 
the correct instance. 


@ Click Replace. 


@ The program replaces the 
selected text with the 
replacement text. 


@ The program selects the next 
instance of the search text. 


ED Repeat steps 5 and 6 until you 
have replaced all the instances 
you want to replace. 


E Click Close (>) to close the 
Replace dialog box. 


Paste 


Clipboard 


Paste 


Clipboard 





rile 
= Aot Cambria 
QB Copy 
B 


I Usse 2-A E] 


Font Paragraph Insert Editing 


~ drawing time object i9; Select all 


_ eEMERE! SEESE AANEEN TAEAE RE 


take full advantage of their cubicle's otherwise-drab, cloth walls to hang 
pictures, posters, and those photocopied jokes, lists, and sayings — 
called xeroxl¢ Bo ahane theataele-eteez-afEre setting. But 
some cubicle ious purpose, 
which is to dij 5.4 whet: [photograph 
photographs 
ego wall (194 2°" 
Now thi Match whole word only 














photo 





, Saban also 
TTU CUTTS yo wun-rows uy precures from her 
days as a model and disco singer with the improbable name of 
Flower. (Los Angeles Times Magazine, September 23, 2001) 


Thigsis also called a me wall (1991). Note, too, that a grip-and-grin 
CU) Ses photograph that shows two people shaking hands and 
smiling at the camera. (It also refers to a photograph of a contest or 


event winner smiling while receiving one of those huge, oversize 


100% (=) 


4 
<> 
ttl 
4 


Eg Bee. 


Picture Paint Date and Insert = 
~ drawing time object iF; Select all 





i 
i 
I 
-l 


Paragraph Insert 


take full advantage of their cubicle's otherwise-drab, cloth walls to hang 

pictures, posters, and those photocopied jokes, lists, and sayings — 

called xeroxle as ato mart nea atom lone Lamar PEGL 6 8 

some cubicle 

which is to di pnd what: [photograph 

photographs 

ego wall (19 a 
Now th; Match whole word only 
comfy o [Match case 








, as well as 
is is called an 











ome of her 
accouterments 
, Saban also 
ITTU cu T EYU wut. res from her 
days as a model and disco singer with the improbable name of 
Flower. (Los Angeles Times Magazine, September 23, 2001) 








This.is also called a me wall (1991). Note, too, that a grip-and-grin 

a (fasa por that shows two people shakinghands and smiling at 

the era. (It also refers to a A est or event winner 
smiling while receiving one of those huge, oversize checks.) If a person 


100% (=) 


Is there a faster way to replace every instance of the search text with the replacement text? 
Yes. In the Replace dialog box, click Replace All. This tells the program to replace every instance of the 
search text with the replacement text. However, you should exercise some caution with this feature because 


it may make some replacements that you did not intend. Click Find Next a few times to make sure the 
matches are correct. Also, consider clicking Match whole word only and Match case (|_| changes to [+*]), 
as described in the section “Find Text,” earlier in this chapter. 
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ou can make your documents more readable and more useful by inserting special symbols that 

are not available via your keyboard. The keyboard is home to a large number of letters, numbers, 
and symbols. However, the keyboard is missing some useful characters. For example, it is missing the 
foreign characters in words such as café and Koln. Similarly, your writing might require mathematical 
symbols such as + and 1, financial symbols such as ¢ and ¥, or commercial symbols such as © and ®. 
These and many more symbols are available in Windows via the Character Map program. 











@ In the Search box, type char. 
© Click Character Map. ày arce m E) 


Settings 
[A Private Character Editor 


#93 Choose if Narrator reads 
typed characters 


Store 

Star Chart 

Æ Marvel Character Match! 
Documents 

-| Charts.xlsx - in Documents 


_| Charts.xlsx - in Documents 





|| Charts.xls 

Web 

Ø charlotte observer 
Ø charlize theron 
sm My stuff 


char 


The Character Map window 
appears. 


© Click the symbol you want. 
@ cick Select telse D-o 4 
R 5[6/7|8/9|:|;|<|=/>/?|@A[B|c[D/E|F|e|H] 
Character Map adds the symbol I(J[K|L|MN[o|PjaR|s|T|u|viwixjyjz t \ 
to the Characters to Copy text dJ|*|-[ [ajbjejajejfjgļhliliļk|i|m|nfojp] 
box. Toa eA eaS 
p rg © OCC aCe wl LT 
@ “lick Copy. e Phere |AJALAIAAIAIA E EEE T 
@ Click Close (>) to shut down T/T /B|W/O/6/0/6/0/x|o/0/0/0[0\¥/p[e/ala 
Character Map after you choose 4/a|a/ale|¢)elé/é/e/i | f|7/ 1/6) f] 0/6) 6/6 
all the characters you want. Oo} =|o/a} a) ajaly| bp] yjAjajA/alAjalcle|cje 


Characters to copy : © G Select Copy 


[| Advanced view 
U+0043: Copyright Sign Keystroke: Alt+0169 


*? Character Map 


Font : © Arial 
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ED In your document, position the 


cursor where you want to insert ve i 
Cut 





[Cambria z= i= [eati | fires 
the symbol. 8 i copy e coat = 5 P 2h, Replace 
= MEY Picture Paint Dateand Insert | eset al 
@ In WordPad, you can display the a E 
Clipboard options by clicking PTAA ETE REE TAT E 


ideas. So you could find a bar at your workplace — somewhere to 
th e Home ta b s unwind after you have closed down your computer. Or there may be 
a basketball net, allowing you to leap up and down and combat 


O Click Paste. office stress. (The Evening Standard, May 20, 2002) 


The cubicle — the symbol par excellence of the modern workplace — 
has come a long way from its humble beginnings as a kind of bedroom. 
Old Harold Probst probably had no idea that he was the creator of an 
officescape that included inhabitants such as prairie dogs, corridor 
cruisers, and nesters; landmarks such as veal-fattening pens, ego walls, 
and hot desks; and actions such as universal planning, hotelling, and 
hot-desking. Ah, if his invention had solved that pesky idiot 
salutation problem 


All text is Copyright j 2016 Paul McFedries 


© The program inserts the symbol. 


View 


Cut | T E = = i 
Æ Cut [MS Sheli Dig 2 -jas J As FE: J ES 2? aa Find 
[a Copy a : ab. Replace 
B Z U abe X: x? 2 À~ =| Picture Paint Date and Insert 
ma ~ drawing time object 


Clipboard Font Paragraph Insert 
I ee eoero ce 
Se eager ee eee en eee Sere ee ae ee oe eg ee nee fy es ee ee ee eee eae ae 
ideas. So you could find a bar at your workplace — somewhere to 
unwind after you have closed down your computer. Or there may be 


a basketball net, allowing you to leap up and down and combat 
office stress. (The Evening Standard, May 20, 2002) 


wi, 
Ml 





Ill 
I 
ʻi 


The cubicle — the symbol par excellence of the modern workplace — 
has come a long way from its humble beginnings as a kind of bedroom. 
Old Harold Probst probably had no idea that he was the creator of an 
officescape that included inhabitants such as prairie dogs, corridor 
cruisers, and nesters; landmarks such as veal-fattening pens, ego walls, 
and hot desks; and ætġons such as universal planning, hotelling, and 
hot-desking. Ah, if is invention had solved that pesky idiot 
salutation problem. 


All text is Copyright © 2016 Paul McFedries 





TIPS 


When I click a symbol, Character Map sometimes displays a | Are there even more symbols 
“keystroke” in the status bar. What does this mean? available? 
This tells you that you can insert the symbol directly into your | Yes, dozens of extra symbols are available 


document by pressing the keystroke shown. For example, you can | in the Character Map program’s Webdings 
insert the copyright symbol (©) by pressing MM- 0O 0O OO. | and Wingdings typefaces. To see these 
When you type the numbers, be sure to use your keyboard's symbols, click the Font list = and then 
numeric keypad. click either Webdings or Wingdings. 
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Make a Copy of a Document 


hen you need to create a document that is nearly identical to an existing document, instead of 

creating the new document from scratch, you can save time by making a copy of the existing 
document and then modifying the copy as needed. For example, you might have a résumé cover 
letter that you want to modify for a different job application. Similarly, this year’s conference agenda 
is likely to be similar to last year’s. Instead of creating these new documents from scratch, it is much 


faster to copy the original document and then edit the copy as needed. 


Make a Copy of a Document 


O Start the program you want to 


work with and open the original 2 
do cument. = 1 Logophilia Wifited Annual Report 2015 
Open 2 New Words in the Modern Workplace 
5 s Ñ 3 New Words in the Modern Workplace 
© Click File. _ eee 
a 5 Presentation Notes 
E Cli ck Save as. 3 ; 6 Logophilia Ltd Account 
Wiech 7 Customer Feedback 
8 Conference Agenda.doc 


v Print 
Page setup 
| “| Send in email 


The Save As dialog box appears. 


O Click Documents. a i aE 
Organize v 
Note: In most programs, the 
P . v & Quick access 4 Folders (6) 
Documents library is selected @ desktop 
automatically when you run the [$ Documents iiia 


Save As command. AE Downloads 


IE Pictures Documents 
> @ OneDrive 


Downloads 


> = Network 
Music 


(E Dictires 


> Å Homegroup 


= af P @ Find 
ma Fy ab Repl 
ac Replace 
Picture Paint Date and Insert 
= drawing time object 


Insert 


ights reserved. 


oduced in any form, 

her than personal use 

ilia Limited. Any materials 
ophilia Limited, is used by 

ers of copyrighted material. 


n names, and logos of 
advertising, publicity or 


armission of Logophilia 





Search This PC 





File name: | Logophilia Limited Annual Report 2015 








Save as type: | Rich Text Format (RTF) 











v| Save in this format by 


ia Hide Folders default 
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© Windows opens the Documents 


library. » B > ThisPC > Documents > A v & Search Documents 
Click in the File Name text box i apia a EE 
and type the name you want to E Quick access = 42 a2 PP- 
f Desktop = s = F 
use for the copy ° I Documents Fax Scanned Windows A Shaggy Conference Continuum 
Documents Security Dog Story Agenda Dynamics 
Note: The name you type can be up i’ Act 
7 Pictures B. A à d l My 
to 255 characters long, but it - = g g & | SS 
$ s @ OneDri 
cannot include the following “we Customer LettertoM. Logophilia  Logophilia Presentatio 
c This PC Feedback Walton Ltd ™ Account i n Notes 
characters: <>,?:" \*. Account 
’ a Network Workplace 
QO Click Save. À Homegroup g] 


Products y 


File name: | Logophilia Limited Annual Report 2016 5 po l 


Save as type: | Rich Text Format (RTF) v 


v| Save in this formay 6 - Save | 
ia Hide Folders default 


























The program closes the original 
document and opens the copy 
you just created. 


=e Dy Be oy 


ab. Replace 
Picture Paint Date and Insert 
z drawing time object 





W i 
iiil 


Paragraph Insert Editing 


© The filename you typed appears SERRE ESSE EEE OOO 


in the program’s title bar. 


1. Copyright 
Copyright © 2016 Logophilia Limited. All rights reserved. 


No portion of this publication may be reproduced in any form, 
electronic or otherwise, for any purpose other than personal use 
without prior written permission of Logophilia Limited. Any materials 
in which copyright resides, other than Logophilia Limited, is used by 
permission and belongs to respective owners of copyrighted material. 


Trademarks, names, service marks, domain names, and logos of 
Logophilia Limited may not be used in any advertising, publicity or 
otherwise without prior express written permission of Logophilia 
Limited. 


2. Legal Disclaimer 
The information and services provided are "as is" with all faults and 


100% (=) 





Can I use the Save As command to make a backup copy of a document? 
Yes, Save As can operate as a rudimentary backup procedure. (To learn more about keeping a history of your 
files, see Chapter 14.) Create a copy with the same name as the original, but store the copy in a different 


location. Good places to choose are a second hard drive, a USB flash drive, or a memory card. Remember, 
too, that after you complete the Save As steps, the backup copy will be open in the program. Be sure to 
close the copy and then reopen the original. 
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ou can use the OneNote app to record and save miscellaneous bits of information, including text, 
lists, drawings, images, web pages, and tables of data. All of this is stored in a special file called 
a notebook. Within each notebook you can organize your data within sections, where each section 
is devoted to a particular subject. Each section is then divided into one or more pages, and you use 
these pages to enter your data. 


Note that your Windows user account must be connected to a Microsoft account to use OneNote. 








@ Click Start (EA). 
© Click OneNote. 


ag ) Paul McFedries Life at a glance Play and explore 


R) 


Paint 


Snipping Tool 


G Control Panel 


Sticky Notes 


Get Skype 


Alarms & Clock 


aan na 


NEJ 


OneNote 


A 
a 


| 


File Explorer 
#03 Settings 
9) Power 

z= All apps 


1 Kearch the web and Windows 


E The first time you start 
OneNote, the app takes you 
through a few introductory 
screens (not shown). On each 
screen, click Next ( >) to 
continue. 


© Click Start using OneNote. 


Paul, take a note! 


Start using OneNote 4 
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The OneNote app appears. 
E) Click the screen. 


QO Type a name for the notebook. 
@ Press EE. 


OneNote creates a new 


notebook and populates it with A 


a single section and page. 


@ You can click Menu (=) to hide 
the OneNote sidebar. 


@ To name the section, you can 
right-click it, click Rename 
Section, and then type the 
name. 


© You can click here to add a title 
for the page. 


Can I create more than one notebook? 
Yes, you can add more notebooks if you 
have data to keep separate. Click Menu 


(=), click Add (++) to the right of the 
Notebooks heading, type a name for the 


CHAPTER 


Editing Documents 


== OneNote 


Paul's Notebook 


Start taking notes! 


Tep or click here to create a new notebook. You can also open one of your 
existing notebooks from the notebook list. 


+ Pages 


Untitled page Friday, June 26, 2015 11:56 AM 





Can I delete a notebook? 

Yes, but you cannot delete a notebook using the OneNote app. 
Instead, you must use the online version of OneNote. Log in to 
http://onedrive.live.com. Click Documents, position the mouse 
(Ù) over the OneNote notebook, and then click the file’s check 





new notebook, and then press (=.=). 


box ([_] changes to |#|). Click Manage and then click Delete. 
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Add Pages and Sections to a Notebook 





ye can keep your notes organized and easy to find by taking advantage of OneNote’s pages and 
sections. Each OneNote notebook consists of one or more sections, which you use to break down 
the notebook’s overall topic or theme into smaller, more manageable subjects. 


You can further break down each section into one or more pages, which are the OneNote items 
within which you add text, images, lists, and other data. You can add as many sections and pages as 
you need to keep your notes organized. 








Add a Page OneNote 
T Click the section in which you Insert Draw 

want to add the page. U zene faa) Picture 
@ Click Add (+). 


oe Kae Lake District 


Lake District Friday, June 26, 2015 11:56 AM 





OneNote adds a page to the OneNote 
section. 

E Type a title for the page and Z E e Z laa) Picture 
pic cr. Travel Notes 
OneNote sets the page title. Je ‘eae 


Paris 


Lake District Friday, June 26, 2015 12:06 PM 


Untitled page 
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Add a Section OneNote 


@ Click Add (+). Insert Draw 


ov: mA Picture 


+ Pages 


Lake District Friday, June 26, 2015 12:06 PM 


OneNote adds a section to the OneNote 
notebook. Insert Draw 














© Type the section name and press 
Gis. 


OneNote sets the section title. 


Travel Notes Walking Notes 2 


+ Pages 


@ OneNote adds a blank page to eee <Y Friday, June 26,2015 12:07 PM 
the new section. 





TIPS 


How do I rename a section or change a section’s color How do I delete a page or section? 
scheme? To delete a page, right-click the page in the 
To change the section name, right-click the section tab, Pages list, click Delete Page, and then click 


click Rename Section, type the new name, and then Delete Page to confirm. To delete a section, 
press (=, -). To change the section’s color scheme, right-click the section tab, click Delete 
right-click the section tab, click Section Color, and Section, and then click Delete Section to 
then click the color you want to use. confirm. 
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Add Text Notes 





Or you have your sections and pages, your next step is to fill your pages with content. OneNote 
makes it easy to insert everything from simple text notes to pictures to entire files. All OneNote 
content appears inside a container, which is essentially a box that surrounds the content. After 

you have some content inside a container, you can move the container around on the page, edit or 


format the container content, and more. 


Most page content consists of text notes, and OneNote makes it very simple to add text to a page. 





Add Text Notes 


Add a Text Note 


@ Click the section you want to Insert Draw 
use. : 


2 Click the page you want to use. 


E) Click inside the page at the 
position where you want the 
text to appear. 


A OneNote adds an insertion point 
cursor. 


O Type your text. 


© OneNote adds a container Insert Draw 
around your text. : 


© When your text note is Travel Notes MEVE ES 
complete, click outside the Tis 
container. 
Quotations 
| like walking because it is 
OneNote adds the text note to slow, and | suspect that the 
mind, like the feet, works... 
the page. 
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OneNote 


Quotations 


Friday, June 26, 2015 12:07 PM 


-Ə 





OneNote 


View 


| 
v | la Picture 


Quotations 


Friday, June 26, 2015 12:07 PM 


.... 4> 
| like walking because it is slow, and | suspect B 


that the mind, like the feet, works at about 
three miles an hour. 
--Rebecca Solnit 


-0 








Size a Text Note Container 


@ Position the mouse (È) over 
the right edge of the container 
(È changes to +). 


@ Click and drag the mouse (+) 
right for a larger container, or 
left for a smaller container, and 
then release the mouse. 


OneNote resizes the container 
and adjusts the text to fit the 
new size. 


Move a Text Note Container 


1) Position the mouse ([=) over the 
middle of the top edge of the 
container ([: changes to $). 


© Click and drag the mouse (%5) 
to the position you want and 
then release the mouse. 


OneNote moves the container 
to the new position. 


How do I format note text? 


Select the note text you want to format and then click the Home 
tab to display the text note formatting options. You can click Bold 


Insert Draw 


B I 


Travel Notes Walking Notes 


+ Pages 


Quotations 

| like walking because it is 
slow, and | suspect that the 
mind, like the feet, works... 


Insert Draw 


Travel Notes Walking Notes 


+ Pages 


Quotations 

| like walking because it is 
slow, and | suspect that the 
mind, like the feet, works... 


(B), Italic (7), or Underline (f ) to apply those font styles to 
the text. You can also click the Font formatting w to apply 
effects such as color, superscript, and strikethrough. 
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OneNote 


Quotations 


Friday, June 26, 2015 12:07 PM 


| like walking because it is slow, and | suspect that the 
mind, like the feet, works at about three miles an hour. 


--Rebecca Solnit| ig <i) 


OneNote 


View 


ii Laval Picture 


Quotations 


Friday, June 26, 2015 


p ° 
| like walking because it is slow, an spect that the 


mind, like the feet, works at about three miles an hour. 
--Rebecca Solnit| 


12:07 PM 





Insert DIEW 
Font 


I fga A. Font Color 


Quotations 
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Add an Image to a Notebook Page 





lthough you will populate your OneNote notebooks mostly with text notes, you can also insert 

other types of content, including images. You can either insert an image file from your PC’s hard 
drive or, if your computer has a camera attached, you can take a photo and insert it directly into the 
page. As with text notes, OneNote adds an image to the page within a container that you can move 
and size as needed. 





Add an Image to a Notebook Page 


D Click the section you want to OneNote 
use. 








O Click the page you want to use. an = laa) Picture 


E Click inside the page at the 
position where you want the 
image to appear. = Lake District 


Lake District <<) Friday, June 26, 2015 11:56 AM 








(4) Click the Insert tab. OneNote 


E) Click Picture. = G 


FA Table D File ZA Picture GQ 


Mevomccmm Walking Notes -+ 


as ie Lake District 


Lake District Friday, June 26, 2015 11:56 AM 
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The Open dialog box appears. 
© Click the image. 7 
Organize v New folder =Æ ~ E @ 

@ Click Open. 


+ > > ThisPC > Pictures > Lake District v & Search Lake District P 














EE Te SE 


Lake District Lake District Lake District Lake District Lake District 
2014_0350 2014 0351 2014 0352 2014_0353 2014_0354 


Jț Quick access 
di&a OneDrive 
E This PC 7 a 
jt 2 ie 
o> Network 


Lake District Lake District Lake District Lake District Lake District 


2014_0355 2014_0356 2014_0357 2014_0358 2014_0359 
“4 Homegroup 


Pl Photos i 


Lake District Lake District Lake District Lake District ake District 
2014_0360 2014_0361 2014 0362 2014_0363 2014_0364 





v| [Alfiles 





A OneNote inserts the image into 
the page. 


@ To work with the image, right- 


click it, click Picture, and then CER Walking Notes -+ 


use the tools that appear. + Pages 


Lake District 


How do I add a title or caption to the image? 
Adding a title or caption is a good idea, especially if other 
people will be viewing your notebook. To add a title to the 


image, press (=, —) and then type the title above the image. 
To add a caption, double-click inside the space just below the 
image (but still in the image placeholder) and then type your 
caption. 


FFA Table =} File [Bi Picture 








Q> o wes 


OneNote 


@) Link 


Lake District 


Friday, June 26, 2015 11:56 AM 


Can I insert other types of files? 
Yes, you can insert PDF files, text files, 
Microsoft Office documents, and more. 
To insert a file, follow steps 1 to 4, 
click the arrow beside Insert, click 
File, select the file, and then click 
Open. 
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Work with Notebook Lists 


M any OneNote notes consist of lists of items. If you have a list that does not require a particular 
sequence, you can add the items to a page as a bulleted list. If you have a list that does require 
a sequence, then you can add the items to the page as a numbered list instead. 





One of the most common OneNote list types is the to-do list, which is a collection of tasks, each 
with a leading check box. When you complete a task, you activate its check box. 





Create a Bulleted or e 
Numbered List 


1) Click the section you want to R Table Q Fie «= faa Picture @ Unk 


use. 
1 Walking Notes + 


@ Click the page you want to use. 
Places to See 


© Click inside the page at the Lake District Friday, June 26, 2015 12:56 PM 
position where you want the list Easedale Tarn 


to appear. | =<) 


4 | Click the Home tab. 


© Click the type of list you want 





to add: 

O Click Bulleted List (:=) to OneNote 
create a list with bullets. r eae 

© Click Numbering (:—) to create =E >= faa) Picture 


a lst with numbers. 


OneNote adds the list to a 
Places to See 





container. 
Lake District Friday, June 26, 2015 12:56 PM 
O Click inside the container and i o , 
] ] 7 ° Prague <Q 
type your list items, pressing Hi dens 
GT) after each item. e Istanbul 
e New Zealand 
. ° Sydney| 
CD When you are done, click 
outside the container. 
Places to See E 
; Prague 
OneNote adds the list to the Vienna 
Istanbul 
page. 
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Create a To-Do List 


@ Click the section you want to 
use. 


E Click the page you want to use. 1 
E Add the to-do list. + Pages 
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OneNote 


Paris 


Lake District Friday, June 26, 2015 12:06 PM 


D Select all the items in the list. Easedale Tarn 
@ Click Tag as To Do (VY). 


Pack 


Things To Do 
Pack 


Paris < 
Things To Do 


Order car service 


Places to See 


Prague 
Vienna 
Istanbul 


© OneNote adds a check box to 
the left of each item. 


-+ Pages 





OneNote 


Insert Draw 


Paris 


Lake District Friday, June 26, 2015 12:06 PM 


Easedale Tarn 


Paris 
Things To Do 
Pack 


Things To Do 


[] Pack 
Cae Order car service 
|_| Purchase euros 


[C] Check passport 


Order car service |_| Get new camera battery 


Places to See 


Prague 
Vienna 
Istanbul 


TIPS 


Are there other tags I can apply to text? 
Yes. OneNote offers six other tag types: 
Important, Question, Critical, Contact, 


Address, and Phone Number. To apply one of 
these tags, select the text, click Home, click 
the + to the right of Tag as To Do (|.’)), and 
then click the tag. 





How do I create sub-bullets and subordinate 
numbered lists? 

Select the bullet or numbered item that you want to 
convert. Click the Home tab and then click Increase 
Indent (>£). OneNote converts a bullet to a sub-bullet 
that uses an unfilled icon; OneNote moves a numbered 
item to a subordinate list that uses lowercase letters. 





227 


Print a Document 





hen you need a hard copy of your document, either for your files or to distribute to someone 

else, you can get a hard copy by sending the document to your printer. Most applications that 
deal with documents also come with a Print command. When you run this command, the Print dialog 
box appears. You use the Print dialog box to choose the printer you want to use as well as to specify 
how many copies you want to print. Many Print dialog boxes also enable you to see a preview of your 


document before printing it. 





© Turn on your printer. 


@ Open the document you want to 
print. 


© Click File. 


© Click Print. 


Note: In many programs, you can 
select the Print command by 


pressing @ D+ or by clicking 
Print (+). 
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Home 


View 





HAL 
mi 


<> 
mt 


-DJ Bet. 








Picture Paint Date and Insert = 
a drawing time object {Li} Select all 


W i 
ill ii 
Il 
Ww li 


Paragraph Insert 
soe 2 . 


1. Copyright 
Copyright © 2015 Logophilia Limited. All rights reserved. 


No portion of this publication may be reproduced in any form, 
electronic or otherwise, for any purpose other than personal use 
without prior written permission of Logophilia Limited. Any materials 
in which copyright resides, other than Logophilia Limited, is used by 
permission and belongs to respective owners of copyrighted material. 


Trademarks, names, service marks, domain names, and logos of 
Logophilia Limited may not be used in any advertising, publicity or 
otherwise without prior express written permission of Logophilia 
Limited. 





ll Save as 


aie, Print 
4 


Page setup 


d 
-_ 


[ =" Send in email 


b 





Recent — ma ES P rane 


1 Logophilia Limited Annual Report 2016 

2 New Words in the Modern Workplace ae ae eee eae iG: 
3 Conference Agenda 2016 Insert 

4 To-Do List 

5 Brainstorming Notes 

6 Soup-Nuts Continuum Found 

7 Continuum Dynamics Acct 

8 Customer Feedback 

9 Products 


Limited. All rights reserved. 


may be reproduced in any form, 

y purpose other than personal use 

on of Logophilia Limited. Any materials 
her than Logophilia Limited, is used by 

spective owners of copyrighted material. 


=marks, domain names, and logos of 
laaki Limited may er be used in any advertising, publicity or 
otherwise without prior express written permission of Logophilia 
Limited. 





The Print dialog box appears. 


Note: The layout of the Print dialog 
box varies from program to program. 
The WordPad version shown here is a 
typical example. 


© If you have more than one 
printer, click the printer you 
want to use. 


Click the Number of copies = 
to specify the number of copies 
to print. 


@ Click Print. 
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Select Printer 


fa EPSON XP-810 Series Se Print as a PDF 


Fax 
on Microsoft XPS Document Writer 


£ 
Status: Ready 


Location: 
Comment: 


Page Range 
(@) All 

Selection ©) Current Page 
O Pages: 


Enter ether a single page number or a single 
page range. For example, 5-12 


> 


C] Printto file | Preferences 


Number of copies: 


|_| Collate [ [ot h 





©) Windows prints the document. 
The print icon (2) appears in A 
7 Ses . = Georgia -|10 -| A z 
the taskbar’s notification area O" Rruimsx p A E re pant Oateand sr 
while the document prints. Font paragraph insert 
a) ee Oa a afi OE T) 3 a: oS BaS e O er BÉ i 


e goe > Sra 


Home View 





4 
<> 
Ml 


4 


“Tock ee 





ih “at 
hl iii 


1. Copyright 
Copyright © 2015 Logophilia Limited. All rights reserved. 


No portion of this publication may be reproduced in any form, 
electronic or otherwise, for any purpose other than personal use 
without prior written permission of Logophilia Limited. Any materials in 
which copyright resides, other than Logophilia Limited, is used by 
permission and belongs to respective owners of copyrighted material. 


Trademarks, names, service marks, domain names, and logos of 
Logophilia Limited may not be used in any advertising, publicity or 
otherwise without prior express written permission of Logophilia 
Limited. 





TIP 


How do I print only part of a document? 
Most programs support the following methods: 


e Print selected text: Select the text and then, in the Print dialog box, click Selection (© changes to ‘@#)). 


e Print a specific page: Place the cursor on the page and then, in the Print dialog box, click Current Page 
(© changes to ‘@)). 

e Print a range of pages: In the Print dialog box, click Pages (‘_) changes to ‘@!), type the first page 
number, a dash (-), and the last page number (for example, 1-5). 
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Navigation 
pane 7 


Home Share 


P Preview pane 


E Details pane 


T Downloads Pi 


= Documents 


a Pictures 


@ OneDrive 


Œ This Pc 


Pal Network 
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=) Documents 


41 items 
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Butterfly 
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Butterfly 
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O 


Item check boxes 
File name extensions 


Hidden items 


Hide selected 
items 





= @ 


% 
ly 


Options 


X 





Change the File View. ........eeceeeeveee 234 
Preview: a Files. 9.0, .ns ete erste set eens me oO 
Copy a File... seeen’ pr a eee eee FEEFEE? 
Move a Ple ETET TT aTa a oc ec ee 
Rename a File... 4.2... es se eee oo o 238 
Create a New File ......... e EE rer a yo, 
Delete ai File TEETER Te tees eet en ie en cao 
Restore a Deleted File ..........2020e-eee68-. 241 
Add a File to Your OneDrive. .........-2206-e 242 
Extract Files from a Compressed Folder ......... 244 


Specify a Different Program When Opening a File . . . . 246 


Select a File 





efore you can use File Explorer to do any work with one or more files, you first have to select the 

files so that Windows knows which ones you want to work with. For example, before you can move 
files to a new location, you must first select the files you want to move. You can select just a single 
file, two or more files, or group of files, or all the files in a folder. Although you learn specifically 
about selecting files in this section, the technique for selecting folders is exactly the same. 


Select a File 





Select a Single File 
@ Click File Explorer (I). 


2) Open the folder containing 
the file. 


E Click the file. 





Select Multiple Files 


© Open the folder containing 
the files. 


@ Click the first file you want to 
select. 


E Press and hold and click 


each of the other files you want 


to select. 
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Home 


Share View 


e » 4 IB > ThisPC > Documents > 


Æ Quick access 
fl Desktop 
W Downloads 
IS Documents 


@ OneDrive 
E This Pc 
a Network 


°@ Homegroup 


294 items 


Home 


. 2013 Sales 
Microsoft Excel Worksheet 
20.3 KB 
i. 2014 Budget - Summary 
Microsoft Excel Worksheet 
12.0 KB 


2014 Calendar 
Office Open XML Document 
817 KB 


A 2016 Budget 
Office Open XML Document 
20.4 KB 


A Few of My Favourite Words.doc 
DOC File 
12.0 KB 


5 A Mosaic of New Words 
Office Open XML Document 
44,1 KB 





_ A Shaggy Dog Story 
| Text Document 
| 1.51 KB 


1 item selected 44.1 KB 


Share View Play 


~ 4 [ > ThisPC > Music > Fleet Foxes > Fleet Foxes 


E Desktop 
[E Downloads 
M Documents 


@ OneDrive 
Œ This PC 
$ Network 


°@ Homegroup 


11 items 


01 Sun It Rises 
M4A File 
ue 6.50 MB 


+ ' 03 Ragged Wood 
` MAA File 
ASSA 10.0 MB 

' 05 Quiet Houses 
` MAA File 
SESSA 7.13 MB 


07 Heard Them Stirring 
MAA File 
aed 0.16 MB 


À 09 Meadowlarks 
È MA4A File 
HESSE 6.39 MB 

n 11 Oliver James 
: MAA File 
SEE 6.53 MB 


3 items selected 19.5 MB 


v © Search Documents 


, 2013-2014 Budget 


Microsoft Excel Worksheet 
122 KB 


2014 Budget 


=| Microsoft Excel Worksheet 





2 





ey 
=m) 13.5KB 


2014-2013 Budget 
Microsoft Excel Worksheet 
16.9 KB 


. A Brief E-mail Primer 


Office Open XML Document 
154 KB 


, AGuy In a Bar 


Text Document 
1.27 KB 


A Shaggy Dog Story 
Rich Text Document 
25.4 KB 


About Stacks 
PDF File 
296 KB 


v & Search Fleet Foxes 


02 White Winter Hymnal 
M4A File 
g 5.05 MB 


04 Tiger Mountain Peasant Song 
M4A File 
g 6.91 MB 


06 He Doesn't Know Why 
MAA File 
6.75 MB 


08 Your Protector 
MAA File 
8.28 MB 


10 Blue Ridge Mountains 
MAA File 
g 8.67 MB 


p 





CHAPTER 


Working with Files 10 





Select a Group of Files 


Home Share View Manage 


@ Open the folder containing the MIE) Rac. ae Sie] | ate 
ne F Quick access | IMG_0764 IMG_0765 
@ Position the mouse (È) slightly il 
above and slightly to the left of ER 
the first file in the group. à OneDrive 
© Click and drag the mouse (Ù) gi 


= Network 


down and to the right until 
all the files in the group are 
selected. 


sÈ Homegroup 


IMG_0776 IMG_0777 IMG_0778 
72items 6items selected 67.0 MB State: R Shared 


Select All Files 


Gy Open the folder containing i 
the files. w] Copy path 


Pin to Quick Cop Paste a 
ccess [#] Paste shortcut — to~ 


=-@ 
x =f | rh. J] (pw Open ~ eee all £ 
Fj” 4 Edit 59 Selétt none 


Move Copy Delete Rename New Properties 


folder © History ce Invert selection 


@ Click the Home tab. IE a sone Organize New Open Select 

© Click Select all. Hani E Bettie Serveert Blitzen Trapper -A 
o> Network 

Note: A quick Way to select all the e Homegroup Broken Social Scene Cage the Elephant 


files in a folder is to press + D. 


© File Explorer selects all the files 
in the folder. 


Cuff the Duke Elliott Brood 


Fleet Foxes 


Hey Rosetta! 


Human Highway Lily Come Down 


mm = T E = 
T H = a =!) T 


Matt Costa MGMT 











33 items 33 items selected 








How do I deselect a file? 
Depending on the situation, there are a few ways to deselect files: 


e To deselect a single file from a multiple-file selection, press and hold and click the file you want 


to deselect. 

To deselect all files, either click the Home tab and then click Select none, or click an empty area within 
the folder. 

To reverse the selection — deselect the selected files and select the deselected files — click the Home 
tab and then click Invert selection. 





233 


Change the File View 





y" can configure how Windows displays the files in a folder by changing the file view. This 
enables you to see larger or smaller icons or the details of each file. 


You can choose a view such as Small Icons to see more files in the folder window. A view such as 
Large Icons or Extra Large Icons enables you to view images as thumbnail versions of each picture. If 
you want to see more information about the files, choose either the Tiles view or Details view. 





© In File Explorer, open the folder Wel 
containing the files you want Home Share View 
to view CH Preview pane [ME] Extra large icons Wi Large icons a Ell [G]~ [C] Item check boxes 


Medium icons Small icons 7 C File name extensions 
Hide selected Options 


Navigation Details pane 
@ Click the View tab. 


©) In the Layout section, click 
More (7). 


Windows displays the Layout 
gallery. 


© Click the view you want. 


©) File Explorer changes the file 
view (this example shows 
Tiles view). 
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pane” EE List 
Panes Layout 
J Downlo 02 Live On 2 
[$ Documents 03 Backstabbin' 3 
[F] 04 The Rest Of My L.. 4 
@ OneDrive 05 False Alarm 5 
06 Nothing Last For... 6 
07 Hollow Head 7 
08 Ready For You 8 
09 | Was Wrong 9 
10 Who Loves Life 10 
11 Reach Out 11 
12 Fade Away 12 


Œ This PC 
È Network 


+Å, Homegroup 


12 items 


Home Share View Play 


[CE Preview pane [E] Extra large icons Wi Large icons 


Details pane Small icons EE List 
Navigation ES 
pane” = Tiles 


BE Content 
Panes Layout 


[E Downloads 
M Documents 


@ OneDrive 
Œ This PC 
È Network 


°@ Homegroup 


12 items 


FEE Details H- 


[C] Hidden items “aa 
Current view 

Live On Sloan 

Backstabbin' Sloan 

The Rest Of My Life Sloan 


False Alarm Sloan 


Show/hide 
Action Pact 
Action Pact 
Action Pact 
Action Pact 
Action Pact 
Action Pact 
Action Pact 
Action Pact 
Action Pact 
Action Pact 
Action Pact 


Nothing Last Forever Any... Sloan 
Hollow Head Sloan 
Ready For You Sloan 
| Was Wrong Sloan 
Who Loves Life More? Sloan 
Reach Out Sloan 
Fade Away Sloan 


Medium icons < [tem check boxes 


== Details 


File name extensions 


Hide selected 


v Hidden items items 


Current view Show/hide 


F 04 The Rest Of My Life 
Ps MP3 File 
6.32 MB 


06 Nothing Last Forever Anymore 


MP3 File 


7.55 MB 


08 Ready For You 
MP3 File 
4.86 MB 


MP3 File 
7.88 MB 


12 Fade Away 
MP3 File 
10.9 MB 


ve 10 Who Loves Life More_ 
A 
G 





Y 





Options 
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wii enables you to view the contents of some files without opening them. This makes it 
easier to select the file you want to work with because it means you do not have to run an 
application to see the file's contents. Previewing the file is faster and uses fewer system resources. 
Windows previews only certain types of files, such as text documents, rich text documents, web 
pages, images, and videos. 





Preview a File 





In File Explorer, open the 





folder containing the file you Home Shwe ee e 
° p. Preview pane [P] Extra large icons [šā Largeicons | Ef Pi [_] Item check boxes 
want to preview. P — =a aR — ere 
[E Details pane Medium icons [EJ Small icons X O File name extensions 
Navigati : =e : = Sort Hid lected Opti 
Cli k th Vi t b pe EE List == Details > “age = (J Hidden items ee 3 eras 
1C e Tew a : Panes Layout Current view Show/hide 


© Wick Preview pane. ci m n IESI 


IMG_0756 IMG_0757 IMG_0758 IMG_0759 IMG_0760 
@ OneDrive 


E This PC ` 
c= Network 


i IMG_0761 IMG_0762 IMG_0763 IMG_0764 IMG_0765 


. 


„m= 
1 a 


IMG_0766 a i IMG_0769 IMG_0770 


72 items State: Shared 
A The Preview pane appears. ene 
š : Home Share View Manage 
O Click a file. 


© The file's contents appear in PUS 
the Preview pane. EE Desktop 
[E Downloads 


IMG_0777 


~ A E > ThisPC > Pictures > Kensington 


© You can click and drag the [ Documents 
left border of the Preview minis eT | 
pane to change its size. Bret ao keen IMG_0782 
Note: When you are finished with ail = 
the Preview pane, you can click / a | Eg 
Preview pane on the View tab to I IMG_0784 IMG_0785 


close it. 





72items 1 item selected 9.33 MB State: BB Shared 


Copy a File 





y” can use Windows to make an exact copy of a file. This is useful if you want to back up an 
important file by making an extra copy on a flash drive, memory card, or other removable disc. 
Similarly, you might require a copy of a file if you want to send the copy on a disc to another 
person. This section shows you how to copy a single file, but the steps also work if you select 
multiple files. You can also use these steps to copy a folder. 


Copy a File 





@ In File Explorer, open the folder 


containing the file you want to 
copy. 

© Select the file. 

© Click the Home tab. 


© Click Copy. 


Windows places a copy of 
the file in a special memory 
location called the Clipboard. 


© Open the location you want to 
use to store the copy. 


6 Click the Home tab. 
ED Click Paste. 


© Windows inserts a copy of the 
file in the location. 
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=@ 


EX =a Bo EE 
£] Easy access 7 [2 Edit BB 


Pinto Quick Copy Pas = Move Copy Delete Rename New Properties = : Select 
access [2] Paste shortcut tor tor X folder X '@ History mode 


Clipboard Organize New Open Select 
Cana al T 55 
[ME Download © aE! y wW 
DOCX 
[M Documen NN 
Invoice Invoice Invoices Invoices 


A = a À, 


Issues.accdb 
(@ OneDrive 


E This PC 


È Network DOCX DOCX 
a Homegroup Letter to D. Ferry 


languages.doc Leaping Dog 


Brochure 


à A A= A A 


Juggling.ppt Juggling.pptx 


E 
DOCX DOCX DOCX 


Letter to K. Letter to M. Letter to M. Letter to PTO Inc. Letter to Ruckus 
Harper Walton.doc Walton Road 


a a 
294 items 1 item selected 5.11 MB 


Home = (7) 


È FF Mo.. pt Xx =p 4 New item ~ | Bopen DO 


= |. Be 
=] Easy access 7 [À Edit = 
Pinto Quick Copy Paste Move Copy Delete Rename New Properties À Select 
access f2] Paste shortcut tov tov X folder X '@ History mode 
Clipboard Organize New Open Select 
[E Download x 
[$ Documen DOCX | A] 
. Leaping Dog 
(@ OneDrive Brochure 


Œ This PC 


È Network 


°@ Homegroup 


1 item 1 item selected 5.11 MB 
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Move a File 10 


hen you need to store a file in a new location, the easiest way is to move the file from its 

current folder to another folder on your computer. When you save a file for the first time, you 
specify a folder on your PC’s hard drive. This original location is not permanent; you can move the 
file to another location on the hard drive. This section shows you how to move a single file, but the 
steps also work if you select multiple files or move a folder. 





@ In File Explorer, open the BERO Picture Toons 
folder containing the file you View Manage =@ 


want to move. + Æ tu Be x st Bie. P a 


Pinto Quick Copy Paste Move Copy Delete Rename New a Select 
[a] Paste shortcut toe tor z Scides e History mode” 


° access 
E Select the file. Clipboard Organize New Open Select 


© Click the Home tab. 2 i> g = b |] BO 


: [E Pictures Allan Gardens Butterfly Camera Roll Kensington Lake District 
@ Click Cut. 


Conservatory 
|} Allan Gardens 
[F 2015-03-31 Butterfl 








Windows places the file in | 
the Clipboard. ee 2015 01 11.0984 


Œ This PC 
B Network 


°@ Homegroup 


6 items 1 item selected 10.1 MB 


© Open the folder to which you ar 


want to move the file. View Manage = @ 
RA New item ~ Fl Open ~ LE] 
© Click the Home tab. A B TO. ko ie x =p X Ë] Easy access ~ P, [4 Edit pa 
ikben Copy Paste a SUS oe — PaaS Rename hrd a Eb History aoa 
ED Click Paste Clipboard Organize New Open Select 
e = m5 oo 2015 01 11_0996 2015 01 11_0997 2015 01 11_0998 2015 01 11_0999 2015 01 11_1000 
A Windows moves the file to [È Docume 


IE Pictures 
|} Allan Gardens 
|} 2015-03-31 Butterfl 


the new location. 


2015 01 11_1001 2015 01 11_1002 2015 01 11_1003 2015 01 11_1004 2015 01 11_1005 
@ OneDrive 


Œ This PC 


= Network 


°@ Homegroup 2015 01 11_1006 2015 01 11_1007 2015 01 11_1008 2015 01 11_1009 Allan Gardens01 


2015 01 11_0984 
46 items 1 item selected 10.1 MB 





Rename a File 





y" can change the name of a file, which is useful if the current name of the file does not 
accurately describe the file’s contents. By giving your document a descriptive name, you make it 


easier to find the file later. 


Make sure that you rename only those documents that you have created or that someone else has 
given to you. Do not rename any of the Windows system files or any files associated with your 
programs, or your computer may behave erratically, or even crash. 


@& In File Explorer, open the folder 
that contains the file you want 
to rename. 


© Click the file. 
© Click the Home tab. 


Note: In addition to renaming files, 
you can also rename any folders 
that you have created. 


4) Click Rename (or press (A). 


A text box appears around the 
filename. 


© Type the new name you want to 
use for the file. 


Note: If you decide that you do not 
want to rename the file after all, 
press (==) to cancel the operation. 


Note: The name you type can be up 
to 255 characters long, but it 
cannot include the following 
characters:<>,?:"\*. 


© Press (=) =) or click an empty 
section of the folder. 


The new name appears under 
the file’s icon. 
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MJ Copy path 
Pinto Quick Copy Paste Move Copy 
n [a] Paste shortcut tor tov = 


Clipboard Organize 


ME Downl 


IS Docu 
@ OneDrive 
E This PC 


È Network 





°@ Homegroup 


Fiscal 1996 Sales 
1 item selected 186 KB 


Flat-Coated 
294 items 


B| od Mm = || 
Home Share View 


— ~ A [Ñ> ThisPC > Documents > 


Æ Quick access 
E Desktop 
[E Downloads 
[M Documents 





Example Chart Excel Examples 


(@ OneDrive 


E This PC 





È Network 


°@ Homegroup 


Fiscal 1996 Sales 
1 item selected 186 KB 


Flat-Coated 
294 items 


EE] New item 7 


F) Easy access 7 
Delete Rename Ne 


folder 


Excel Formulas 


Fill Handle 
Examples 


A 


DOCX 


Florence - The 


Excel Formulas 


Fill Handle 
Examples 


= 


DOCX 


Florence - The 


Excel 
Training.pptm 


A 


Final Earnings 
Report for FY 
2014-2015.pptx 


Excel 
Training.pptm 


Final Earnings 
Report for FY 


2015-2016.pptx 


Florence - The 


= 90 


| |>] Open ~ BB 
E Eaa BB 


Properties =e 


Select 


Open Select 


Expense Report 
Form.xsn 


Finances 


A 


Florence, 


Search Documents 


Expense Report 
Form.xsn 





Create a New File 
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10 


y can quickly create a new file directly within a file folder. This method is faster, and often 
more convenient, than running a program's New command. In Windows, you can create several 
different file types, such as a Bitmap Image (a drawing), Rich Text Document (a WordPad file), 
Text Document (a Notepad file), and Compressed (Zipped) Folder (which combines multiple files 
in a single file, as described in the section “Extract Files from a Compressed Folder,” later in this 
chapter). You can also create a new folder. 


Create a New File 


D In File Explorer, open the 
folder in which you want to 
create the file. 


@) Click the Home tab. 
© Click New item. 


O Click the type of file you 
want to create. 


© If you click Folder, Windows 
creates a new subfolder. 


Note: The New Item menu on 
your system may contain more 
items than you see here because 
some programs install their own 
file types. 


© An icon for the new file 
appears in the folder. 


© Type the name you want to 
use for the new file. 


QO Press GEB. 


Pin to Quick Copy Paste 


access 
Clipboard 


[ME Downloa x an 
M Docume 


@ OneDrive 
E This PC 
È Network 


e@ Homegroup 


294 items 


BIRR -| 


Home Share 


Á Cut 
W Copy path 
[a] Paste shortcut 


Loan Worksheets 


Logophilia 
Limited Annual 
Report 2015 


À 


View 


Move Copy 
to 


a 


Delete Rena 
to = 


Logophilia Ltd 
Account 


€ ~ A [Ñ> ThisPC > Documents > 


g Quick access 
E Desktop 
[AE Downloads 
M Documents 


(@ OneDrive 
® This Pc 
By Network 


sÅ Homegroup 


295 items 


À, 


Urban Garden 
Design.ppsx 


A 


DOCX 


Windows Vista 
Troubleshooting 


Working with 
Investments 


1 item selected 0 bytes 


Urban Garden 
Design.pptx 


A 


DOCX 
Word Macros 


A 


Working with 
Text.doc 


X =j 


N 

0O 
folder 
[a] 


Logophiia - 21 iz 
Sales Plan.pp =) 


= 
àg 


DOCX 
Logophilia 


Newsletter - An 


Email Primer 


aN 


A 
oe 
Urban Garden 


Design 


Word Spy with 
Macros.pptm 


Worksheet Dialog 


Box Controls 


Folder 

Shortcut 

Bitmap image 
Contact 

Journal Document 


Rich Text Document 


| Text Document X 


= @ 
E] 
E] 
Select 
mode 7 
Select 


= Open 
dit 


jistory 


DOCX 
Logophilia 
Limited - 
ook 2009 


Compressed (zipped) Folder À 


=- 


Logophilia™ 
Account 





Vacation.xltx 


Aà 


Word Spy.pptx 


A 


Yosemite. pptx 





Macros.pptm 


Search Documents 


DOCX 


When Words 
Collide 


A 


wordspy.xml.web 
archive 
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Delete a File 





hen you have a file that you no longer need, instead of leaving the file to clutter your hard 

drive, you can delete it. Make sure that you delete only those documents that you have created 
or that someone else has given to you. Do not delete any of the Windows system files or any files 
associated with your programs, or your computer may behave erratically or crash. 


Delete a File 


© In File Explorer, open the folder ei en -| 





that contains the file you want el... 
X cut x a =<@) RA New item ~ A| Open ~ OO 
to delete. , A i: ia MJ Copy path ke aS m +") Easy access 7 P [À Edit =i 
li k h fil jolene ee [a] Paste shortcut peng — me ai ial oe lE History Sarai 
E C 1C t € e you want to Clipboard Organize New Open Select 
delete. [E Downlo 
fe a 1 a 2013 Budget 2013 Sales n ala Budget - 2014 Budget 
Note: If you need to remove more [E Pictures E s 
= , an Gardens L A A A 
than one file, select all the files you eon 
|} 2015-03-31 Butterfl X 
want to delete. are = ee -a 
é “ ‘i n" . 2014 Calendar 2014-2013 2016 Budget A Brief E-mail A Few of My 
Note: See the section “Select a File, emer Budget Primer Favourite 


Words.doc 

. . . $ Network 

earlier in this chapter, to select N y h N 
+A Homegroup = 


multiple files. O y 





: DOCX 
© Click the Home tab. — 
A Guy In a Bar A Mosaic of New A Shaggy Dog A Shaggy Dog About Stacks 
; Words Story Story - Draft 
O Click the top half of Delete. 295 items 1 item selected 1.51 KB 
Note: Another way to select the 
Delete command is to press MEÐ. — = 


» & B > This PC > Documents > Search Documents 


© Windows removes the file from eect 


the folder. anpa 


Note: Another way to delete a file pen 

° ° ° . 2013 Budget 2013 Sales 2013-2014 2014 Budget - 2014 Budget 

is to click and drag it to the desktop 1B Pictures i Budget Summary i 
a |) Allan Gardens 

Recycle Bin icon. A A à à 


0 2015-03-31 Butterfl 
@ OneDrive X 


DOCX DOCX DOCX 


aa Ths Pc 2014 Calendar 2014-2013 2016 Budget A Brief E-mail A Few of My 


Budget Favourite 
Words.doc 


DOCX 


A Guy In a Bar A Mosaic of New A Shaggy Dog About Stacks Accounts 


c= 5 Network 


°@ Homegroup ; N 





240 


Restore a Deleted File 
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10 


f you delete a file in error, Windows enables you to restore the file by placing it back in the folder 
from which you deleted it. You can restore a deleted file because Windows stores each deleted 
file in a special folder called the Recycle Bin, where the file stays for a few days or a few weeks, 
depending on how often you empty the bin or how full the folder becomes. 





ao Double-click the desktop 
Recycle Bin icon. 


Note: If you have a touch PC, 
open File Explorer, click the 
first > in the address bar, and 
then click Recycle Bin. 


The Recycle Bin folder 
appears. 


© Click the file you want to 
restore. 


© Click the Manage tab. 


O Click Restore the selected 
items. 


The file disappears from the 
Recycle Bin and reappears in 
its original folder. 


Recycle Bin Tools Recycle Bin 
Share View Manage 


Ab 


Empty Recycle Bin Restore B 4 


ecycle Bin properties all items selected items 


T lal > Recycle Bin 


gk Quick access à 2013-2014 Budget Notes 
x Office Open XML Document 
=| Documents pocx| 13.1KB 


= Pictures 5 UN Establishes Vowel Relief Fund - 


|_| Allan Gardens Draft 
pocx| Office Open XML Document 
d Music 


$ Videos 
@ OneDrive 
E This PC 
o> Network 


*@ Homegroup 





4 items 1 item selected 25.4 KB 


i A Shaggy Dog Story - Copy 


—| Rich Text Document 
*=| 25.4KB 


s Windows Vista Troubleshooting 
Offic 
bocx) 60.3 


e Open XML Document 


KB 


241 


Add a File to Your OneDrive 


f you are using Windows under a Microsoft account, then as part of that account you get a free 

online storage area called OneDrive. You can use the special OneDrive folder on your PC to move or 
copy any of your files to your OneDrive. This is useful if you are going to be away from your computer 
but still require access to a file. Because the OneDrive is accessible anywhere you have web access, 
you can view and work with your file without using your computer. 








Move a File to Your OneDrive 





: Home Share View Manage v (?) 
In Fi le Explorer, open the ~ A [E] > ThisPC > Pictures > Butterfly Conservatory v & Search Butterfly Co... 
folder that contains the file Butterfly Butterfly Butterfly Butterfly Butterfly a 
g Quick access Conservatory 006 Conservatory 007 Conservatory 008 Conservatory 009 Conservatory 010 
you want to move. EE Desktop + 
AE Downloads + 
ED Click and drag the file to the [È Documents 


OneDrive folder. [E Pictures 


. Butterfly utterfly Butterfly Butterfly Butterfly 
@& OneDrive Conservatory 011 Conservatory 013 Conservatory 014 Conservatory 015 





©) As you drag, if you hover the 


file over OneDrive, File » ee gd 
Explorer expands OneDrive to icii- WR pe iat e x J 


Butterfly Butterfly Butterfly Butterfly 


Ne 
let yo u see yo uro t h er ĝl Shared favorites Conservatory 017 Conservatory 018 Conservatory 019 Conservatory 020 


OneDrive folders. “a 
: . @N | 
Drop the file on the OneDrive ae es ae ven 


‘ ly 
°%@ Homegroup Conservatory 021 Conservatory 022 Conservatory 023 Conservatory 024 Conservatory 025 v 
42items 1 item selected 1.02 MB B==| al 


folder you want to use. 


© File Explorer moves the file to 
the OneDrive folder. Home Share View Manage 


€ ~ 4 [} > OneDrive > Pictures > v & Search Pictures 


v & Quick access 
E Desktop # 
AE Downloads + 
{ Documents 


{DW Pictures Avatars Camera Roll Dogs, Dogs, Dogs Videos Butterfly 
Conservatory 017 


v d&a OneDrive 
> @) Documents 
@! Favorites 
gl Music 
gl Public 
@) Shared favorites 


> Œ This Pc 


> a Network 


> ©@ Homegroup 





5 items 
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Copy a File to Your OneDrive 


@ In File Explorer, open the folder 
that contains the file you want 
to copy. 


@ Press and hold and then 
click and drag the file to the 
OneDrive folder. 


© If needed, hover the file over 
OneDrive to see your other 
OneDrive folders. 


E Drop the file on the OneDrive 
folder you want to use. 


© File Explorer copies the file to 
the OneDrive folder. 


TIPS 


How do I access my OneDrive 
online? 

You need to open Microsoft Edge 
and navigate to the OneDrive site, 


http://onedrive.live.com. After you 
are logged in to your OneDrive, you 
can use it to create new folders, 

rename files, delete files, and more. 
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Home Share View 


Search Ghost 


Æ Quick access 

Rare [rem Pm re 
MS Documents e 5 

E Downloads - 


[E Pictures eci : 02 Pais 03 Let the River In 05 The Strangest 
ome 


+ Copy to Music 07 p- the 08 Haunted 09 Winter Is 10 Sleepwalking 
Piano 7 Coming 








@! Public 


@) Shared favorites 


c "A 
= "A 


sÅ, Homegroup 


11 Homesick 


11 items 1 item selected 10.5 MB 


Home Share View Play 


|€ ~ 4 [} > OneDrive > Music v & Search Music 


v & Quick access 
{iB Desktop 
[M Documents 
[AE Downloads 


Pictures 02 Welcome 
= Home 


v G@& OneDrive 
> @) Documents 
@) Favorites 
> @) Pictures 
@! Public 
@) Shared favorites 


> Œ This Pc 
> @B Network 


> © Homegroup 





1 item 


Can I create new documents using OneDrive? 

Yes. As part of your OneDrive, Microsoft gives you access to the 
Office Web Apps, which are scaled-down, online versions of the 
Microsoft Office applications. To create a document using one of 
these programs, navigate to your online OneDrive, click Create, 
and then click Word document, Excel workbook, PowerPoint 
presentation, OneNote notebook, Excel survey, or Plain 

text document. 
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Extract Files from a Compressed Folder 





f someone sends you a file via email, or if you download a file from the Internet, the file often 

arrives in a compressed form, which means the file actually contains one or more files that have 
been compressed to save space. To use the files on your computer, you need to extract them from 
the compressed file. 


Because a compressed file can contain one or more files, it acts like a kind of folder. Therefore, 
Windows calls such files compressed folders, zipped folders, or Zip archives. You can view these files or 
extract them from the folder. 





View Compressed Folder Files 


@ In File Explorer, open the folder 
containing the compressed 


Compressed Folder Tools 


Share View Extract 


~ A [Ñ> ThisPC > Documents > Search Documents 





ys ee 

Æ Quick access wr 

folder. E Desktop DOCX DOCX = 
IE Downloads rief E-mai ewo n a Bar osaic of New a o 

© The compressed folder usually 7 —— a A a 
. x Words.doc 
appears as a folder icon with a [E Pictures E ' 
. @) Pictures 
Zipper. 
PP @ OneDrive y 2) 

@) Double-click the compressed R This PC DOCX 
About Stacks Accounts Accounts Adventure Works Agenda for 

folder. @ Network Receivable 2014 Sales industry 





Conference 


Amortization 
Schedule 


Proposal.pptx 
A a À, 


°@ Homegroup 


IMS Documents 


All About 
Bears.pptx 


Alignment 
Examples.doc 


All About Gypsy 
the Dog.pptx 


Alphabets.pub 





291 items 1 item selected 165 KB 


© File Explorer displays the Compressed Folder Tools 


contents of the compressed Home share View Extract 
folder ~ M [E > ThisPC > Documents > Accounts 


Note: File Explorer is only 


Search Accounts 


& Quick access A DN 
E Desktop = 
[ME Downloads 


displaying the contents of a 
compressed folder; it has not 
extracted the files. To extract the 
files, follow the steps in the next 
subsection. 
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MS Documents 
IE Pictures 
@) Pictures 


@ OneDrive 
Œ This PC 

È Network 
sÅ, Homegroup 


M Documents 


9 items 


Accounts 
Receivable 


mN 
A= 


= 


Logophilia Ltd 
Account 


Adventure Works 
2014 Sales 
Proposal.pptx 


A 


Metafour Inc. 
Account.DOC 


Brimson Invoice 


Continuum 


Dynamics Acct 


Sales Leads.doc 


DOCX 


Customers 
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Extract Compressed Folder Files 


Home Share View 3 








=| Documents (gy Pictures Pictures 


MJ Desktop 


a Music 


@ In File Explorer, open the folder 
containing the compressed folder. 


@ Click the compressed folder. 
© Click the Extract tab. 
© Click Extract all. 


| re 
4 Downloads |=8} Documents | ~ (m) 
H Videos = Extract 

videos all 


E| Pictures 


Extract To 
VDUCX 


a nn 

A Brief E-mail 
[5 Docume Primer 
IE Pictures 
g| Pictures N 


@ OneDrive y 


Œ This PC 


A Few of My 
Favourite 
Words.doc 


Accounts 
Receivable 


a Network About Stacks 


sÅ Homegroup 


IMS Documents - - 


All About 
Bears.pptx 


Alignment 
Examples.doc 


291 items 1 item selected 165 KB 


The Select a Destination and Extract 
Files dialog box of the Extract 
Wizard appears. 


E Type the location of the folder into 
which you want to extract the files. 


Select a Destination and Extract Files 

Files will be extracted to this folder: 

© You can also click Browse and 
choose the folder. 


© If you want to open the folder 
into which you extracted the files, 
click Show extracted files when 
complete ({_| changes to ||). 


ED Click Extract. 


Windows extracts the files. 


Show extracted files when complete 


TIP 


How can I create a compressed folder? 
Follow these steps: 


@) Select the files and folders you want to 
store in the compressed folder. 


@) Right-click any selected item. 
© Click Send to. 
© Click Compressed (zipped) folder. 


The compressed folder appears. 


Create shortcut 
Delete 


Rename 


DUCX 


A Mosaic of New 
Words 


ie 


Accounts Adventure Works 
2014 Sales 
Proposal.pptx 


À 


A Guy In a Bar 


All About Gypsy 
the Dog.pptx 


Alphabets.pub 


A Shaggy Dog 
Story 


A, 


DOCX 
Agenda for 


Industry 
Conference 


Amortization 
Schedule 





C:\Users\Paul\Documents\Accounts| 5 pO | 








[I Compressed (zipped) folder 


E Desktop (create shortcut) Ls 


[ Documents 
k Fax recipient 
_J Mail recipient 


& Floppy Disk Drive (A:) 


& DVD Drive (D:) 
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Specify a Different Program When Opening a File 





ye can open a file in a different program from the one normally associated with the file. This 
enables you to use the other program’s features to work on the file. 


You may have situations where you prefer to open a particular file with a different program. For 
example, double-clicking a picture file opens it in the Photos app. However, you may prefer to open 
the picture file in Paint or some other image-editing program so that you can make changes to the 
picture. This section shows you how to open any document in another program. 





E In File Explorer, open the folder 
that contains the file you want 
to open. 


© Click the file. 
© Click the Open +. 


©) If the program you want to use 
appears here, click the program 
and skip the remaining steps. 


@ Click Choose another app. 


Windows asks how you want to 
open this file type. 


© Click More apps. 
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Share View Manage 
= X cut kh V5 x =p m 4 New item ~ ; Open|~- 
M) Copy path +" Easy access ~; E] Paint 
Pin to Quick Copy Paste Move ears = Rename New es| 
access [2] Paste shortcut toy folder Photos 
Clipboard Organize New Ol j=] Windows Photo Viewer 


W Downlo Š 
[\ Docum ree] 


i a Lake District Lake District Lake District Lake District Lake District Lake District 
2014_012 2014 024 2014 _034 2014_035 2014 _036 2014 040 


Re > Om n 


Lake District Lake District Lake District Lake District Lake District Lake District 
2014 041 2014 042 2014 047 2014 058 2014 _059 2014 _060 


est ee ed 


Lake District Lake District Lake District Lake District Lake District Lake District 
2014_061 2014 062 2014_063 2014 064 2014 _066 2014 _067 


Choose another app 


@ OneDrive 
E This Pc 

È Network 
+Å Homegroup 


IS Documents 


29 items 1item selected 9.67 MB == 


How do you want to open this file? 


Keep using this app 


ra Photos 
Photos are easily enhanced, organized for you, and 
ready to edit and share. 


Other options 


Paint 


Windows Photo Viewer 


Look for an app in the Store 


| | Always use this app to open .jpg files 


OK 








© Windows displays a full list of 
programs you can use to open 
the file. 


© Click the program you want to 
use to open the file. 


@ If the program you want to use 
does not appear in the list, you 
can click Look for another app 
on this PC and use the Open 
With dialog box to specify the 
program. 


@ Click OK. 


Windows opens the file in the 
program you chose. 


in 


How can I open every file of the same type 
in the new program? 
If you want to open every file of the same 


type — such as Text Document files or Rich 
Text Format files — in the same program, follow 
steps 1 to 6 and then click Always use this 
app to open .ext files ({_| changes to [#1). 


Zoom Zoom 100 
out 


Zoom 
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How do you want to open this file? 
8) 6 
Windows Photo Viewer 


Look for an app in the Store 


Internet Explorer 
ey Windows Media Player 
WordPad 


[ | Always use this app to open .jpg files 


Paint 


OK 


Home View 


[C] Rulers A nal 


[C] Gridlines 
Full Thumbnail 


% [v] Status bar screen 


Show or hide Display 


12 5184 x 3456px 


Can I set the default program for multiple file types? 
Yes. In the taskbar’s Search box, type set default, click 
Default Programs, and then click Set your default 
programs. Click the program you want to use, click 
Choose defaults for this program, click each file type 
you want to open with the program ([_] changes to |#1), 
and then click Save. 
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CHAPTER 11 


Sharing Your 
Computer 


If you share your computer with other people, you can create separate 
user accounts so that each person works only with his own documents, 
programs, and Windows settings. This chapter shows you how to create 
and change user accounts, how to log on and off different accounts, 
how to share documents between accounts, and how to connect and 
work with a homegroup. 


Find a setting 2 


r 


paulmcfedries@hotmail.com 


SIMS oS Administrator 


Work access Billing info, family settings, subscriptions, security settings, and 
more 


Family & other users Manage my Microsoft account 


Sync your settings Sign in with a local account instead 


Your picture 


Create your picture 





Display User Accounts ........-22se ee eee 250 


Create a User Account ..........4e.ecce08-. 252 
Switch Between Accounts. .........4.24.eeee-6 254 
Change Your User Account Picture. ........2.6.-. 256 
Change a User's Password. ...... 2.2 eeeees 258 
Delete an Account. ........262e20eecec cece 260 
Create a Homegroup .........24.2es ee eevee 262 
Join a Homegroup .. sses esesssesoooeoo 264 
Share a Document or Folder. .............. 266 


View Network Resources ........2e-e-sce-ccee 268 


o work with user accounts, you need to display the Windows Accounts settings. A user account 

is a collection of Windows folders and settings associated with one person. In this chapter, you 
learn how to create new user accounts, change a user account's picture, change a user account's 
password, and delete a user account. To perform any of these tasks, you must first display the 
Accounts screen of the Settings app. 





@ Click Start (A). 


The Start menu appears. 2 ar Paul McFedries Life at a glance Play and explore 


@ Click your user account. 


B- > a e © ö 


2 Snipping Tool Calendar Mail Microsoft Edge Groove Music Movies & TV 


Control Panel 
Ly Sticky Notes 


cs} Get Skype 


© Alarms & Clock 


File Explorer > Weather 
#03 Settings 

5 Power 

i= All apps 


Search the web and 
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©} Click Change account settings. aom T MER 


Change account settings 


Ere CO 


| Sign out ’ À ’ 
` Calendar Microsoft Edge Groove Music Movies & TV Xbox 


hy 


Photos 


Karen Harper 


Paol 
ie 


Get Started 


© Alarms & Clock 


ee 
K 


File Explorer j Weather 
#03 Settings 
O) Power 


z= AIl apps 





The Accounts screen appears. E 
e ACCOUNTS Find a setting 

Information about your S — 
account appears here Later Your account Paul McFedries 

p ° i paulmcfedries@hotmail.com 
after you have switched to Sign-in options Administrator 

s S Billing info, family settings, subscriptions, ity settings, and 
another account, information forit i info, family settings, subscriptions, security settings, an 
for the current account appears Manage my Microsoft account 
f . Family & other users 
in this spot. 28 , 

Sign in with a local account instead 


Sync your settings 


Your picture 





How do user accounts help me share my computer with other people? 
Without other people having their own user accounts, anyone who uses your computer can view and even 
change your documents, Windows settings, email accounts and messages, Microsoft Edge favorites, and more. 


With user accounts for each person, users get their own folders (Documents, Pictures, Music, and so on), 
personalized Windows settings, email accounts, and favorites. In short, users get their own versions of 
Windows to personalize without interfering with anyone else's. Also, user accounts enable you to safely 
share documents and folders with people who use your computer and with people on your network. 
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Create a User Account 





f you want to share your computer with another person, you need to create a user account for that 

individual. This enables the person to log on to Windows and use the system. The new user account 
is completely separate from your own account. This means that the other person can change settings, 
create documents, and perform other Windows tasks without interfering with your settings or data. 


You can create a local user account or a Microsoft account. For maximum privacy, you should 


Safeguard each account with a password. 





Create a User Account 


1) Display the Accounts screen of 
the Settings app. 


Note: See the previous section, Your account 
“Display User Accounts,” to learn 
how to display the Accounts screen. 


© Click Family & other users. 


ED Click Add someone else to TRA 
this PC. 


Sign-in options 


Work access 


The How Will This Person Sign 
In screen appears. 


4) For a local account, click The 
person I want to add doesn’t 
have an email address. 


Note: If you want to create a 
Microsoft account instead, see 
Chapter 1 for more information. 
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Your family 


Add your family so everybody gets their own sign-in and desktop. 
You can help kids stay safe with appropriate websites, time limits, 
apps, and games. 


gi Add a family member 
Learn more 
Other users 


Allow people who are not part of your family to sign in with their 
own accounts. This won't add them to your family. 


4 Add someone else to this PC <> 


Set up assigned access 





How will this person sign in? 


Enter the email address of the person you want to add. If they use Xbox Live, 
Outlook.com, Windows, or OneDrive, enter the email address they use to sign in. 


komeone@example.com 


The person | want to add doesn't have an email address E 


Privacy statement 
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a Click Add a user without a 
Microsoft Local account. 


Let's create your account 


Windows, Office, Outlook.com, OneDrive, Skype, Xbox. They're all better and more 
personal when you sign in with your Microsoft account.* Learn more 


*If you already use a Microsoft service, go Back to sign in with that account. 


Add a user without a Microsoft account 


The Create an Account for this PC 


screen appears. 
Create an account for this PC 


6 Type the name you want to use for 
If you want to use a password, choose something that will be easy for you to remember 
the new account. but hard for others to guess. 


ED Type the password. Who's going to use this PC? 
6 


Make it secure. 


Note: The password characters appear as 
dots for security reasons. 


O Type the password again. 


O Type a hint that will help you or the 
user remember the password. 


M Click Next. 


Windows creates the account and 
adds it to the Other Users section. 





TIP 


How do I create a secure password? 
It is a good idea to use secure passwords that a nefarious user cannot guess. First, do not use an obvious 


password such as the user’s account name or the word “password.” Second, make sure the password is at 
least eight characters long. Finally, use at least one character from at least three of the following four sets: 
lowercase letters, uppercase letters, numbers, and symbols. 
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fter you have created more than one account on your computer, you can switch between 
accounts. This is useful when one person is already working in Windows and another person 


needs to use the computer. 


When you switch to a second account, Windows leaves the original user's programs and windows 
running. This means that after the second person is finished, the original user can sign on again and 


continue working as before. 





@ Click Start (A). 


The Start menu appears. 
D Click your user account. 


@) Click the user account you want 
to switch to. 
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a Paul McFedries Life at a glance 


Play and explore 


M Change account settings 


į Lock O 


| Sign out 
‘ Calendar Groove Music 


| Q Karen h 3 


d 
Q, 27-10) (0) 


© Alarms & Clock 


File Explorer 
#03 Settings 
O) Power 


$E Al apps 


asst 


Movies & TV 





Windows prompts you for the 
user account password. 


Type the password. 
Click Submit ($J). 


Q Karen 


Paul McFedries 


The user's name and picture now 
appear in the Start menu. 


Life at a glance Play and explore 


More ways 
We speak Yahoo to play. Join 


The first time you switch to a _ c us! 

. et alendar x iA) 

new account, Windows takes a few age aa - — = 
° Maps et rea or 

moments to configure the account. mére confusion 


on your taxes 
Calculator 


Alarms & Clock Microsoft Edge Photos 


Mostly Sunny 


92° co | Cel 


Washington... Phone Compa... ze) eN 


Snipping Tool 


File Explorer 
#03 Settings 
® Power 


$Z All apps 





When you set up your password as described in the previous section, “Create a User Account,” Windows asks 
you to supply a hint to help you remember the password. If you cannot remember your password, follow 
these steps: In the sign-on screen, leave the password text box blank. Click Submit (ÆJ). Windows tells you 
the password is incorrect. Click OK to return to the sign-on screen. Windows displays the password hint. 
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Change Your User Account Picture 





ou can add visual interest to your user account as well as make it easier to tell one user account 

from another by adding a picture to the account. When you create a user account, Windows 
assigns it a default picture, which appears in the user's Start screen tile, the Accounts screen of the 
Settings app, and the sign-on screen. Unfortunately, this default picture is a generic silhouette of 
a person's head and upper torso, so it is not very interesting or useful. If you have a more suitable 
picture that you would prefer to use, you can change your picture. 





eee akart (EX). Play and explore 
The Start menu appears. v Change suet settings 
Lock We speak Yahoo 
2) Click the user account. | Sign out Ts 


> Get ready for 

‘ee S 

D Paul McFedries more confusion 
> Signed in 


O on your taxes āzi 


Microsoft Edge Photos Cortana Money il News 


© Click Change account settings. 


SRT Snipping Tool Most, Sumy i f P 
o> = ga IE a is qg 


Washington,... Phone Compa... OneNote Solitai lection Get Office 


File Explorer 
#03 Settings 
(') Power 
i= All apps 


Search the web and Windows 


The Settings app appears with Settings 
the Your Account tab displayed. £3 ACCOUNTS 
© Click Browse. a nee a 


Sign-in options 


Windows is better when your settings and files automatically 
Work access sync. Use a Microsoft account to easily get all your stuff on all 
your devices. 


Sync your settings Sign in with a Microsoft account instead 


Your picture 
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The Open dialog box appears. Open 
. i <e ~ M |] > ThisPC > Pictures > Allan Gardens Search Allan Gardens 
o Click the picture you want TUE 
to use. A Quick access 
E Desktop 
@ Click Choose picture. $ Downton 


£| Documents 
(=| Pictures i i 2015 01 11_0988 


d&a OneDrive 


E This Pc 
we FLASH DRIVE (E:) - - 201501 11_0993 
P Network 


a Homegroup 
2015 01 11_0998 


jaz] Photos 





Fo [2015 01 11_0990 








©) The Your Account tab appears 
and displays the new picture. £8 ACCOUNTS 


Karen 
Local Account 


A 


Sign-in options 


Windows is better when your settings and files automatically 
Work access sync. Use a Microsoft account to easily get all your stuff on all 
your devices. 


Sync your settings Sign in with a Microsoft account instead 


Your picture 





TIP 


How do I use a webcam photo as my user account picture? 
Repeat steps 1 to 3 and then click Camera to open the Camera app. Position yourself within the screen and 


then click the screen to take the picture. The Camera app displays the photo and adds a rectangle that 
defines the area of the photo it will use for your account picture. Click and drag the rectangle to the 
position you want. Click and drag the rectangle corners to set the size and shape of the rectangle. Click OK. 
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f you set up a user account with no password, or if you find it difficult to remember your password, 
you can change the password. Assigning a password to each user account is good practice because 
otherwise someone who sits down at the PC can sign in using an unprotected account. 


It is also good practice to assign a strong password to each account, so that a malicious user cannot 
guess the password and gain access to the system. Whether you want to assign a password or create a 
password that is stronger or easier to remember, you can use Windows to change an existing password. 





Change a User's Password 


1) If you want to change another Settings 
users password, sign in as £3 accounts <i) 
that user. Your account 
Password 
2 Display the Accounts screen of 3 AOA Change your account password 
the Settings app. TEER nge =A) 
Note: See the section “Display User Sync your settings 


PIN 


Accounts,” earlier in this chapter, to 
learn how to display the Accounts a e 
screen. Add 


©} Click Sign-in options. 
Windows Hello 


E Under Passwo rd, click Change. You must set up a PIN before you can enroll in Windows Hello. 


Note: If the account has no Picture password 
password, click Add in the Password Sign in to Windows using a favorite photo 
section. Add 





Windows prompts you to verify 


Change your password 
your current password. SEE 


First, confirm your current password. 


Note: If the account has no current 
password, skip to step 7. 


© Type your current account Currentpasword E 5 ed 


password. 


@ Click Next. 


Karen 


6 me 
R 
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Windows prompts you for the 
new password. 


| Type the new password. 
Ð Type the new password again. 


If you are not sure whether you 
typed a password correctly, click 
and hold Display Password 
Characters (+) to temporarily 
display the password. 


Type a hint. 


O Click Next. 


Click Finish. 


Windows updates the user 
account password. 


©) Change your password 


New password 
Reenter password 


Password hint Favorite book+favorite number 


©) Change your password 


Next time you sign in, use your new password. 


$ NI | Karen 
t: ; Local account 





k 





Yes, besides creating a strong password, you can safeguard your password by following these guidelines: 
e Do not tell anyone your password. 
e Do not write down your password. 


e Make your password easier to remember by using a mnemonic device. For example, you could use the 
first letters as well as any numbers that appear in the name of a favorite book or movie. 
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Delete an Account 





f you create a user account temporarily, or if you have a user account that is no longer needed or 

no longer used, you can delete that account. This reduces the number of users that appear in the 
Users tab of the Settings app, as well as the Windows sign-on screen, which can make these screens 
a bit easier to navigate. Deleting a user account also means that Windows reclaims the hard drive 
space that the account uses, which gives you more room to store files in your other accounts. 


Delete an Account 


@) Sign out of the user account 
you want to delete. 





Note: To sign out of an account, 
click Start (EA), click the user 
account on the Start menu, and 
then click Sign out. 


H Display the Accounts screen of 
the Settings app. 


Note: See the section “Display User 
Accounts,” earlier in this chapter, to 
learn how to display the Accounts 
screen. 


© Click Family & other users. 


The Family & Other Users screen 
appears. 


O Click the user account you want 
to delete. 
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gS ACCOUNTS A) 


Sign-in options 
Work access 
Family & other users 


Sync your settings 


Sync your settings 


Paul McFedries 


paulmcfedries@hotmail.com 
Administrator 


Sign in with a local account instead 


Your picture 





re Add a family member 
Learn more 
Other users 


Allow people who are not part of your family to sign in with their 
own accounts. This won't add them to your family. 


an Add someone else to this PC 


Karen 

Local account 

Visitors << 
Local account N 


Set up assigned access 
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Learn more 





E) Click Remove. 


Family & other users 





Sync your settings 
Other users 


Allow people who are not part of your family to sign in with their 
own accounts. This won't add them to your family. 


ee Add someone else to this PC 


Karen 
Local account 


Visitors 
Y@’ Local account 


Set up assigned access 


The Delete Account and Data 


dialog box appears. 


O Click Delete account Delete account and data? 
and data. @ Visitors 
@@ Local Account 
Windows deletes the account. 
Deleting this person's account will remove all their data from this PC, including items on 
their desktop, downloads, documents, photos, music, and other files. If this data hasn't been 
backed up or saved to another location, such as another PC, it will be lost. 


6 | Delete account and data | 





TIP 


Why can I not delete my original Windows account? 
Windows configures the original user account as the administrator account on the computer, which means it 
is the only account allowed to perform tasks such as creating and deleting user accounts. Windows does not 


allow you to delete this account because it requires that there always be at least one administrator account 
on the computer. When you are logged in with another account, you cannot access the Other Accounts 
screen, so you cannot use it to delete your original Windows account. 
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Create a Homegroup 





yoe can share documents and media easily with other Windows computers by creating a homegroup 
on your network. A homegroup simplifies network sharing by making it easy to create a homegroup 
and share documents with other computers and users who are also connected to that homegroup. 


You use one Windows computer to create the homegroup, and then you use the homegroup 
password to join your other Windows computers. For more information, see the next section, “Join a 
Homegroup.” 


Create a Homegroup 





© In the taskbar’s Search box, 
type homegroup. °¢ Homecrou <a) 


Control panel 
@ Click HomeGroup. a settings 
° Change homegroup password 
Find and fix problems with homegroup 
33 Sync your passwords on this PC 
Web 
homegroup 
homegroup icon appeared on desktop 
homegroup password 
homegroupuser$ 
homegroup icon 
homegroup troubleshooter 


homegroup listener 


Donon o p 


homegroup vs workgroup 


My stuff Ø Web 


homegroup 


The HomeGroup window ni HomeGroup - oF 


appears. < S y A « All Control Panel Items > HomeGroup (o) Search Control Panel 9 
Ed Click Create a homegroup. Share with other home computers 


Windows displays an overview 
of what you can do with a 
homegroup. 


a, 
°*% There is currently no homegroup on the network. 


With a homegroup, you can share files and printers with other computers on your home network. You can 
also stream media to devices. 


The homegroup is protected with a password, and you'll always be able to choose what you share. 


4 | Click Next (not shown) í Change advanced sharing settings... 


Start the HomeGroup troubleshooter 


E Create a homegroup 





262 


CHAPTER 


Sharing Your Computer 1 1 





The Create a Homegroup dialog 
box appears. 


© Select Shared for each item 
you want to share with the 
homegroup. 


@ Click Next. 


Share with other homegroup members 


Choose files and devices you want to share, and set permission levels. 


Library or folder 
Pictures 


Videos 


ad Music 





Documents 





n Printers & Devices 


Windows displays the 
homegroup password. 


€ Make a mental note of the 


Use this password to add other computers to your homegroup 
homegroup password. 


Before you can access files and printers located on other computers, add those computers to your 
° ee homegroup. You'll need the following password. 
@ Click Finish. 


You can now join your other Write down this password: 
computers to the homegroup, as EQ 
described in the next section. l 
Note that a computer must be Print password and instructions 





running Windows 7 or later to 
e. If you ever forget your homegroup password, you can view or change it by opening HomeGroup in 
join a homegroup. Control Panel. 





I have lost my homegroup password. How do | How can I change the homegroup password? 
I view it again? Follow steps 1 and 2 to display the HomeGroup window. 
The easiest method is to repeat steps 1 and 2 | Click the Change the password link and then click 


to display the HomeGroup window and then Change the password to generate a new homegroup 
click View or print the homegroup password. | password. If one or more computers have already joined 
The window that appears displays the the homegroup, you need to provide them with the new 
homegroup password. password. 
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Join a Homegroup 





f your network has a homegroup, you can join your Windows computer to that homegroup. This 
enables you to access shared resources on other homegroup computers, and to share your own 
resources with the homegroup. 


This section assumes you or someone else on your home network has already set up a homegroup 
as described in the previous section, “Create a Homegroup,” and that you have the homegroup 
password. 








@ In the taskbar’s Search box, 
type homegroup. og Homesroup 


Control panel 
@ Click HomeGroup. a settings 
°& Change homegroup password 
(ua Find and fix problems with homegroup 


33 Sync your passwords on this PC 


homegroup 

homegroup icon appeared on desktop 
homegroup password 
homegroupuser$ 

homegroup icon 

homegroup troubleshooter 
homegroup listener 


homegroup vs workgroup 


My stuff Ø Web 


The HomeGroup window == =a 

appea rs. eÅ « All Control Panel Items > HomeGroup v & Search Control Panel 
E) Click J oin now. Share with other home computers 

Windows dis p lays an overview O, Paul McFedries on WIN-9BQPO6)1QG4 has created a homegroup on the network. 

of W h at y ou can d o wi th a re jia — aai files and printers with other computers on your home network. You can 

h (0) m eg ro u p é The homegroup is protected with a password, and you'll always be able to choose what you share. 


Change advanced sharing settings... 


© Click Next (not shown). Start the HomeGroup troubleshooter 


Epo 
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The Share with Other 
Homegroup Members dialog box 








appears. Share with other homegroup members 

E Select Shared for each item Choose files and devices you want to share, and set permission levels. 
you want to share with the Library or foldes 
homegroup. Pictures 

@ Click Next. a 





@) Music 


Documents 














= Printers & Devices 


Windows prompts you for the 
homegroup password. 


ED Type the homegroup password. Type the homegroup password 
. A password helps prevent unauthorized access to homegroup files and printers. You can get the 
O C li C k N ext ° password from Paul McFedries on WIN-9BQP06J1QG4 or another member of the homegroup. 


Type the password: 


messed D 


Windows joins the homegroup. 
© Click Finish. 


You can now access other 
homegroup computers and share 
your files with the homegroup. 





TIPS 


When I try to join a homegroup, Windows tells me my password is Can I leave a homegroup if I 
not correct. What am I doing wrong? no longer need it? 

First, double-check that you have been given the correct homegroup Yes. Follow steps 1 and 2 to 
password and that you are typing that password correctly. Second, display the HomeGroup window. 


understand that homegroup passwords are case-sensitive, so you must Click Leave the homegroup. 
type the uppercase and lowercase letters exactly as they appear in the When Windows asks you to 
original homegroup settings. Make sure your keyboard does not have confirm, click Leave the 
Caps Lock turned on. homegroup. 
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Share a Document or Folder 





ye can share documents and folders of your choice with your homegroup, if your network has 
one. You can also share a document or folder with other users set up on your computer. 


Sharing a document or folder enables you to work on a file with other people without having to 

send them a copy of the file. You can set up each document or folder with View or View and Edit 
permissions. View permission means that users cannot make changes to the document or folder; View 
and Edit permission means that users can view and make changes to the document or folder. 





Share a Document or Folder 


Share with the Homegroup 





@ Click File Explorer (H). 


© Open the folder containing the 
item you want to share. 


@) Click the document or folder you 
want to share. 


O Click the Share tab. 
@ Click Homegroup (view). 


©) To allow homegroup users to 
make changes to the item, click 
Homegroup (view and edit) 
instead. 


Share with a Specific User 


Gy) Open the folder containing the 
item you want to share. 


o Click the document or folder you 
want to share. 


©} Click the Share tab. 
© Click Specific people. 
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Library Tools 


Manage Manage 


Ome: oes E 
fs Homegroup (view and ed 
Advanced 
security 


~ Ù E> Libraries > re <Q 


g Quick access 
E Desktop 
{@ Downloads 


@ OneDrive 
Allan Gardens Butterfly Camera Roll 
& This PC Conservatory 





È Network 


°@ Homegroup 
B®, Paul McFedries 


5items 1 item selected State: Shared 


Manage 
= E (3) Burn to disc E Karen a a 
am Print A logophilia@out! 


day Prin ili ook.co 
i = ie Stop Advanced 
= Fax [a$ Specific people... <Q. security 


Send Share with 


~ 4 E > Libraries > nse 1) 


Kensington 


ae ge 


@ OneDrive 
Butterfly Camera Roll 


Ẹ This PC Conservatory 


È Network 


°@ Homegroup 
B® Paul McFedries 





Sitems itemselected State: BR Shared 


Kensington Lake District 





The File Sharing dialog box 
appears. 


o Click and then click the 
name of the user. 


@ Click Add. 


& Click = and then click the 
permission level. 


Note: Read permission is the same 
as View, and Read/Write is the same 
as View and Edit. 


O Click Share. 


Windows shares the document 
or folder. 


© Be sure to give the user the 
address that appears here. 


oO Click Done. 


TIPS 


How do the other users access the shared document 


or folder? 


Send them the address in the final File Sharing dialog 


box. You have two choices: Click e-mail to send the 
address via email, or click copy to copy the address to 
memory. You can then open a program such as WordPad, 
click Edit, and then click Paste to paste the address. 
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Choose people to share with 


Type a name and then click Add, or click the arrow to find someone. 
feren v 


Name Permission Level 





£, Homegroup Read ¥ 
2 Paul McFedries (paulmcfedries@hotmail.com) 


I'm having trouble sharing 


Your folder is shared. 





Individual Items 


= Allan Gardens 
\\WIN-SBQP06J10G4\Pictures\Allan Gardens <Q 


Show me all the network shares on this computer. 


Can I see all the documents and folders that 
I am sharing with other users? 

Yes, you can do this in two ways. In the final 
File Sharing dialog box, click Show me all the 
network shares on this computer. 
Alternatively, in any folder window, click 
Network and then double-click your computer. 
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View Network Resources 





o see what other network users have shared in your homegroup, you can use the Homegroup 
folder to view the other computers and see their shared resources. To get access to the shared 
homegroup resources, you must know the homegroup’s password and have joined the homegroup, as 

described earlier in the section “Join a Homegroup.” If your network does not have a homegroup, 
you can use the Network folder instead. A network resource can be a folder, hard drive, CD or DVD 
drive, flash drive, printer, scanner, or other shared device. 





View Homegroup Resources 





@ Click File Explorer (H). 
© Click the Homegroup folder. 
©) Windows displays icons for each 


user who is sharing data in the 
homegroup. 


Double-click the user who is 
sharing the resource you want 
to access. 


Windows displays the resources 


HomeGroup View 


= 3 


Join Share libraries 
homegroup and devi 


Tal Change homegroup settings 
ae Start troubleshooter 
W password 
Manage 


€e ~ 4 eÅ > Homegroup > 


& Quick Gü 
o 
E Deskto 


Œ Downloads »” 


@ OneDrive 
Œ This PC 
@ Network 


Å Homegroup 
PA colt 
E Karen 


4$ Paul McFedries 


Share View 


v & Search Homegroup 


3 2. Paul McFedries 


the user is sharing. 


` EE ut E New item >| [eg Open 
n o M Copy path $ pe x = = Aus access * s Dean H 
Pin to Quick Copy a ee eet M A Paa Rename zo Properties E History Zai 
© If the user has an account on ni to cae ne ee ree 
multiple PCs, you see a section = “T 2 > Homegroup > Paul McFedries > v & Search Paul McFedr... 9 
for each PC. v & Quick 4 WIN-9BQP06)1QG4 (7) 


fl Desktop 5d 
E3 Downloads # 


Desktop 
Personal 


Music Pictures 


© The resources that the user is 
sharing on the computer appear 
here. 


> G@ OneDrive 
im Library 
> ® This pc F p 


> By Network 


ibrar, 
V od Hom are 
> F Cot 4 BIGD (7) 


> Be Karen Allan Gardens 


© Double-click an icon to access 
the resource. 


Documents 
i ra 
s Pictures 
&, Library 


red 
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View Network Resources 


@& In File Explorer, click the 
Network folder. 


©) Windows displays icons for 
each computer that is sharing 





Network 


la l4 


Properties Open ConnectwithRemote Add devices 
Desktop Connection 


Location 


View 


© a 


= ~ M @ > Network > 


wv g Quick access 


4 Computer (8) 


and printers 
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ss View printers Fao 
FA View device webpage <A 


Network and 
Sharing Center 


Network 


v & Search Network p 





E Desktop # 
resources a Drniak Ps ® BIGD aa EPSON720D1D = KARENSNEWPC <{) 
® Double click the computer th af er = PAULS64BITPC | PAULS-IMAC = PAULS-MAC-PRO 
: ‘ 1 . 
is sharing the resource you want SRRA | = = eee 
to access > P cot b Media Devices (4) 
° > BB karen > Multifunction Devices (1) 
> $ Paul McFedries > Other Devices (1) 
4 Printers (2) 
bow (| EPSON720D1D (XP-810 Series) a EPSON720D1D 
4 Scanners (1) 
Sy EPSON720D1D (XP-810 Series) 
15 items 
© The resources the computer is Jem 
. File Home Share View 
sharing appear here. k py kos ie Do new tem ao 
3 PP # B ae path ke \ F x =f J ene i EA 
ó ‘ Pinto Quick Copy Paste RR AET, pis nae nee Rename hese c ies z History aca’ 
E Double-click an 1con to access ~ Clipboard S Organize New Pie Select 
the resource. € ~ M i> Network > PAULS64BITPC > v [©] | Search PAULS6ABIT... 9 


g Quick access 


E Desktop 
AE Downloads 


C= p Downloads 
Ẹ 


x EPSON Artisan 837 Series 
A, Users 


@ OneDrive 
® This Pc 
È Network 
°@ Homegroup 
PA colt 
E Karen 


Ș Paul McFedries 





TIPS 


How can I fix network problems? 

If you are having homegroup trouble, launch File Explorer, 

click the Homegroup folder, click the Homegroup tab, and 
then click Start troubleshooter. If you are having network 


How do I change my computer's network 
name? 

In the taskbar’s Search box, type name and 
then click View your PC name. Windows 
opens the PC screen of the Settings app. 
Click Rename PC, use the Rename Your PC 
text box to type the new name, click Next, 
and then click Restart now. 


trouble, right-click the network icon in the taskbar’s 
notification area and then click Troubleshoot problems. 
In both cases, follow whatever repair techniques Windows 
suggests. 
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CHAPTER 12 


Getting 
More from a 
Tablet PC 


Windows comes with many features designed to help you get the most 
out of your tablet PC. In this chapter, you learn how to use gestures, type 
with and configure the touch keyboard, add a second monitor, and more. 


_ 
$03 DEVICES Find a setting P 


Printers & scanners Typing 

Show text suggestions as | type 

€D on 

Add a space after | choose a text suggestion 
Mouse & touchpad €D On 


yng Add a period after | double-tap the Spacebar 
€D on 


Pen 


Connected devices 


Bluetooth 


Touch keyboard 


AutoPlay 
Play key sounds as | type 


ED on 

Capitalize the first letter of each sentence 

€D on 

Use all uppercase letters when | double-tap Shift 

€D o 

Add the standard keyboard layout as a touch keyboard option 


€D o 


Automatically show the touch keyboard in windowed apps when 
there’s no keyboard attached to your device 


@ of 





Understanding Gestures . 1... 1.2.2 ee ee eevee 272 


Using Gestures to Control Windows. .......... 274 
Input Text with the Touch Keyboard. .......... 276 
Configure the Touch Keyboard .........+.2.e6-. 278 


Configure Your Tablet to Work with a Second Monitor . . 280 
Adjust Screen Brightness. .........24.2.2-20e6- 282 
Monitor Battery Life . . ... sss seseo es es 283 





Understanding Gestures 


y can get the most out of your Windows tablet by learning the various gestures that you can 

use to initiate actions, manipulate data, and control the elements on your screen. Traditional 
computers use the mouse and keyboard to input data and make things happen. A tablet lacks these 
input devices; instead, you must rely on your fingers because tablets are built to respond to touches 
on the glass screen surface. Some tablets also come with a small penlike device called a stylus, which 
you can use instead of your finger for some actions. 


Tap 


Use your finger to touch the screen and then immediately release it. You use 
this gesture to initiate an action. 


Double-Tap 


Tap and release the screen twice, one tap right after the other. You also use 
this gesture to initiate an action, although mostly with older desktop 
programs. 


Tap and Hold 


Press your finger on the screen for a second or two. This gesture usually 
displays a menu of options related to whatever screen object you are 
pressing. 
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Slide 


Place your finger on the screen, move your finger, and then release. You use this 
gesture either to move an object from one place to another or to scroll the 
screen in the same direction as your finger. 


Swipe 
Quickly and briefly run your finger along the screen. Windows has specific swipe 


gestures that display screen elements. For example, you swipe up from the 
bottom of the screen to display the taskbar. 


Pinch 


Place two fingers apart on the screen and bring them closer together. This 
gesture zooms out on whatever is displayed on the screen, such as a photo. 


Spread 


Place two fingers close together on the screen and move them farther apart. 
This gesture zooms in on whatever is displayed on the screen, such as a photo. 


Turn 


Place two fingers on the screen and turn them clockwise or counterclockwise. 
This gesture rotates whatever is displayed on the screen, such as a photo. 





o use your tablet efficiently and accurately, you need to know how to use gestures to control 
Windows. Using a tablet is a different experience than using a regular computer, but Windows was 
built with the tablet in mind, so it is intuitive and easy to learn. 


If you have never used a tablet PC before, the main difference is that you use your fingers (or stylus) 
to run applications, select items, and manipulate screen objects. This might seem awkward at first, 
but it will come to seem quite natural if you practice the techniques shown here as much as you can. 


ctior 1 
D Position your finger or the 

stylus over the object that you 

want to work with. 


© Tap the screen. 


Depending on the object, 
Windows either selects the 
object or performs some 
operation in response to the 
tap, such as displaying more of 
the Start menu. 


G 


1:44 PM 
7/20/2015 


Swi the Screen 

© Quickly move your finger or the 
stylus across the screen in a 
swipe motion: 


fy You can swipe left from the 
right edge of the tablet to 
display the Notifications pane. 


) You can swipe right from the 
left edge of the tablet to 
display Task View for switching 
between running applications. 


® You can swipe (or slide) up or 
down to navigate an app’s 
screens. 
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Shut Down an App 


T Place your finger or stylus at 
the top edge of the app screen. 


D Slide down until the app 
window turns into a thumbnail, 
and then slide the thumbnail 
down to the bottom of the 
screen. 






















Windows shuts down the app. 





Move an Item 


D Position your finger or the 
stylus over the item that you 
want to move. 


© Tap and hold the item and 
immediately begin moving your 
finger or the stylus. 


@ The object moves along with 
your finger or the stylus. 


E When the object is repositioned 
where you want it, lift your 
finger or the stylus off the 
screen to complete the move. 


How do I use gestures to select files and folders in File Explorer? 
You can use the following techniques: 


To select a single file or folder, tap it. 


To select multiple, adjacent files or folders, tap and hold the screen above and to the left of the first item, 
and then slide your finger or stylus down and to the right until you have selected the items you want. 


If you have a physical keyboard, you can select multiple, nonadjacent files or folders by tapping the 
first one, pressing and holding ÆT), and then tapping the other items you want to select. 


275 


| | 
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f you are using a tablet, or a PC in tablet mode, you do not have a physical keyboard available. 
L To input text, Windows offers the touch keyboard, which is a virtual keyboard that appears on 
the screen. You input text using this keyboard by tapping the keys. Windows offers several touch 
keyboard types, and some characters are difficult to find, so you need to know how to use the touch 
keyboard to get the most out of Windows. 


@ In an app, tap the text box area 
in which you want to insert text. 


£ Windows displays the touch 
keyboard. 


© Tap Keyboard (Œ). 


Windows displays the keyboard 
options. 


© You can tap & for the default 
keyboard. 


Ð You can tap E3 for the split 
keyboard. 


&123 Ctrl 2 


© You can tap @ for the 
writing pad. 
Input Text 
@ Tap the keys for the characters 
that you want to input. 
Windows inserts the text. 


@ To enter an uppercase letter, 
you can tap Shift (Kğ) and then 
tap the letter. 


@ To delete the previous character, 
you can tap Backspace (Kl). 


D To enter numbers and other 
symbols, tap mæ. 
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Windows displays the numbers 
and symbols. 


E) Tap More ((®]) to see more 


symbols. 


@ To see more symbols, tap and 
hold a key. 
@ Windows displays the extra 
symbols. 


E Slide your finger to the symbol 
that you want and then release. 


@ You can tap Back ({@) to return 
to the previous symbols. 


@ You can tap == to return to the 
letters. 


6 When you are done, tap Close 
(BA) to hide the keyboard. 


Hotels 


Coffee 


Restaurants 


Hotels 


Coffee 


&123 Ctrl 








How do I write text with the stylus? 
Follow steps 1 and 2 in the subsection 
“Select a Keyboard” and then tap Writing 
Pad (z^). Use the stylus to handwrite the 
text in the writing pad (@). As you write, 
Windows converts your writing to text and 
adds it to the text box. To insert a space, 


tap Space (Œ) (©). 


ae Te l-9 
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he touch keyboard offers a number of features that make it easier to use. For example, the 
i touch keyboard automatically adds a period and space when you double-tap the spacebar, and it 
automatically capitalizes the first letter of each sentence. 


However, the touch keyboard also has some features that you might not like — such as the noise it 
makes each time you tap a key. You can use the Settings app to turn on the touch keyboard features 
that you like and turn off the features that you do not like. 


D Tap Start (H). 
© Tap Menu (=). 


2:48 PM 
BW) Fl apo 


The Start menu appears. 
© Tap Settings. 


Snipping Tool 
Control Panel 
~ Sticky Notes 


Get Skype 


ad aul Mc 
Most used 
p 


Alarms & Clock 





2:48 PM 
T o A FB 2m5 
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The Settings app appears. 
@ Tap Devices. 


no iy Zw R 


System Devices Network & Internet Personalization Accounts 
Display, notifications, Bluetooth, printers, Wi-Fi, airplane mode, Background, lock Your account, sy 
apps, power mouse VPN screen, colors settings, work, ot 
users 


T by £ © 


Time & language Ease of Access Privacy Update & security 
Speech, region, date Narrator, magnifier, Location, camera Windows Update, 
high contrast recovery, backup 


The Devices screen appears. Z ovis CET 
© Tap Typing. Printers & scanners Typing 


Connected devices Show text suggestions as | type 


© Under Touch Keyboard, tap each aoe => 
Add a space after | choose a text suggestion 


option On or Off, according to Mouse & touchpad € o 


yo u r p re fe re n ces š 5 HT ing Add a period after | double-tap the Spacebar 
| €D o 


Pen 


Windows applies your new 
settings to the touch keyboard. 


AutoPlay Touch keyboard 
Play key sounds as | type 
€D on 
Capitalize the first letter of each sentence 
€D on 
Use all uppercase letters when | double-tap Shift 
€D on 
Add the standard keyboard layout as a touch keyboard option 


€D on 


Automatically show the touch keyboard in windowed apps when 
there’s no keyboard attached to your device 





TIP 


What is the standard 

keyboard layout? 

If you tap the Add the 

standard keyboard =" Enter 
layout as a touch 
keyboard option switch 
to On in step 6, the next s ae ie 
time that you use the 

keyboard, tap Œ and 

then tap œ. This presents a keyboard with all the keys on a normal keyboard. 


ox Shift 
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Jou can improve your productivity and efficiency by using a second monitor. To work with an 

external monitor, your tablet must have a video output port, such as VGA, DVI, or HDMI. If you 
do not have such a port, check with the manufacturer to see if an adapter is available that enables 
your tablet to connect with an external monitor. 


After you have connected your tablet and the external monitor, you then need to configure Windows 
to extend the Start screen to both the tablet screen and the external monitor. 


D Connect the second monitor to 
your tablet. 


2 Tap Start (H). 
@) Tap Menu (=). 
@ Tap Settings. 


Life at a glance Play and explore 


M 


E 


File Explorer 
£03 Settings 
® Power 

i= All apps 


aa =] 2:55 PM 
n 7/20/2015 





The Settings app appears. Š? SETTINGS 
© Tap System. 


A~p © 
System De 

B 
ps, powe 


vices Network & Internet Personalization Accounts 
Display, notifications uetooth, printers, Wi-Fi, airplane mode Background, lock Your account, sync 
= j a8 


apps 


ver mouse VPN screen, colors settings, work, other 


(by Gi 2) 


Time & language Ease of Access Privacy Update & security 
Speech, region, date Narrator, magnifier, Location, camera Windows Update 


high contrast recovery, backup 


12:09 PM 


2 a OY F ams 
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The System screen appears. 
@ Tap the Multiple displays w and oh ot 
then tap Extend these displays. Ga 


Multitaskin 
= Identify Detect 


Tablet Mode Change the size of text, apps, and other items: 100% (Recommended) 


Battery saver 
Orientation 


Power & sleep Landscape 


Storage A 
Brightness level 


Offline maps i] 


Adjust my screen brightness automatically 
Default apps e» of 


About Multiple displays 


Extend these displays v 7 


O Make this my main display 





O Tap the monitor that you want 
to set as the main display. 


© Tap Make this my main display 
(L] changes to ||). 


€ Tap Apply. 


Identify Detect 


Change the size of text, apps, and other items: 100% (Recommended) 


¢—_— =- — 


Windows connects to the 
second monitor, uses it to 
extend the desktop, and uses 
the monitor that you selected 
as your main display. 


Orientation 


Landscape Vv 


Brightness level 


— 


Adjust my screen brightness automatically 
@) of 
Multiple displays 


Extend these displays v 


© Make this my main display 
oo Apply Cancel 





Why does my cursor stop at the right edge of the left screen? 
Ideally, you should be able to move your cursor continuously from the left monitor to the right monitor. 


If you find that the cursor stops at the right edge of your left monitor, it means that you need to exchange 
the icons of the left and right monitors. To do that, follow steps 1 to 6, and then tap and drag the left 
monitor icon to the right of the other monitor icon (or vice versa). 
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Jou can extend the battery life of your tablet by turning down the screen brightness. Your tablet 
i screen uses a lot of power, so turning down the brightness also reduces battery drain. 


On the other hand, if you have trouble seeing the data on your tablet screen, you can often fix the 
problem by increasing the screen brightness. This is not a problem when your tablet is running on AC 
power. However, you should not use full screen brightness for very long when your tablet is running 
on its battery because a bright screen uses a lot of power. 


@ Tap Power (m). 


12:58 PM 
7/20/2015 


The Power options appear. 
@ Tap the brightness setting to 
cycle through one of four screen 


brightness values: 25%, 50%, 
75%, and 100%. 


Windows puts the new 
brightness setting into effect. 


m 94% 


Power & sleep settings 


© X 


Battery saver 


12:59 PM 
Ff20/2015 
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ou can use the Power icon in the Desktop taskbar’s notification area to monitor your tablets 
i remaining battery power. When the battery is at maximum charge, the icon shows as all white. As 
the battery charge falls, the amount of white in the icon also falls. You can also position your stylus 
cursor over the icon or tap the icon to see a tool tip that shows you the current battery level. 


@ Tap Power (E). 


@ The current battery level 
appears here. 


1:00 PM 
7/20/2015 


m 91% 
Power & sleep settings 


© X 


Battery saver 


1:00 PM 
7/20/2015 
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CHAPTER 13 


Implementing 
Security 





Threats to your computing-related security and privacy often come 
from the Internet and from someone simply using your computer while 
you are not around. To protect yourself and your family, you need to 
understand these threats and know what you can do to thwart them. 





Understanding Windows Security. ........... 286 


Check for Security Problems ..........4.2e.-. 288 
Create a Picture Password .........24.26-eeee-8 290 
Set Up a Fingerprint Sign-In .. .. s.s eseese 294 
kock Your Computer <ar E r a a poe es 296 
Configure Your PC to Lock Automatically ........ 298 
Browse the Web Privately. . . . s.s.s seee eee e1010) 
Control Your Private Information . ........... 302 





Understanding Windows Security 


Bree you get to the details of securing your computer, it helps to take a step back and look at 
the security and privacy tools that Windows makes available. 


These tools include your Windows user account password, User Account Control, locking your PC, 
Windows Firewall, Windows Defender, and the private browsing feature in Microsoft Edge. Taken all 
together, these features represent a defense-in-depth security strategy that uses multiple layers to 


keep you and your data safe and private. 


User Account Password 


Windows security begins with assigning a 
password to each user account on the computer. 
This prevents unauthorized users from accessing 
the system, and it enables you to lock your 
computer. For more information, see the section 
“Lock Your Computer,” later in this chapter. 


User Account Control 


User Account Control asks you to confirm 
certain actions that could conceivably harm 
your system. When you are using your main 
Windows user account, which is your 
computer's administrative account, you click 
Yes to continue; for all other accounts, you 
must enter the administrative account's 
username and password to continue. 


Locking Your PC 


Protecting your PC with a password prevents unauthorized access, but what 
happens when you leave your desk? If you remain logged on, a person who sits 


Paul McFedries - 


paulmcfedries@hotmail.com 
[pasword n E 


a) User Account Control 


Do you want to allow this app to make changes to your 
Pie 


Program name: Windows Command Processor 
Verified publisher: Microsoft Windows 


(V) Show details 


e Paul MicFedries 


Change account settings 


down at your computer can view and work with your files. Instead of shutting 4 Lock 
down your computer when you leave your desk, you can lock your system Sign out 
instead. Anyone who tries to use your computer must first enter your password. 
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Windows Firewall Help protect your PC with Windows Firewall 
When your computer is connected to the Internet, it is possible 
for another person to access your computer and infect it with a through the Internet or a network. 
virus or cause other damage; as a result, Windows comes with its a 

m W Private networks 
Windows Firewall feature turned on. This prevents intruders from ” 


accessing your computer while you are online. Networks at home or work where you know and trust the p 


Windows Firewall state: 


Windows Defender 
Malware Detected 


Spyware is a software program that installs itself on Windows Defender is taking action to clean 

your computer without your knowledge or consent. detected malware aa 
This type of program surreptitiously gathers data from 

your computer, steals your passwords, displays 

advertisements, and hijacks your web browser. To prevent spyware from installing on your computer, 
Windows includes the Windows Defender program. 


InPrivate Web Browsing 


The Microsoft Edge Explorer web browser 
normally collects data as you navigate 50 cada urcnicemes aden 
from site to site. Most of this data is ae eee 
used to Improve your browsing When you use InPrivate tabs, your browsing data (like cookies, history, or temporary files) isn't 
experience, but it can also be used to saved on your PC after you're done. Microsoft Edge deletes temporary data from your PC after 

o d drt all of your InPrivate tabs are closed. 
track your online activities. If you plan aad ihe Microcort airvacyetateniend 
on visiting private or sensitive sites, you 
can turn on InPrivate browsing, which 
tells Microsoft Edge not to collect any data during your browsing session. For more information, see the 
section “Browse the Web Privately,” later in this chapter. 


Browsing InPrivate 


Reset Your PC 


Your computer contains a lot of information Reset this PC 
about you, including your personal files, your 
Microsoft Edge favorites, your email messages, 
and your Windows settings. If you plan on 
selling or donating your computer, you can 
use the Reset Your PC feature to securely 
remove your data while installing a fresh copy 
of Windows. 


If your PC isn't running well, resetting it might help. This lets you 
choose to keep your files or remove them, and then reinstalls 
Windows. 


Get started 
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Check for Security Problems 





T" Windows, the Security and Maintenance window displays messages about the current state of 
your computer. In particular, it warns you if your computer has any current security problems. 
For example, Security and Maintenance tells you if your computer does not have virus protection 
installed or if the Windows Defender spyware database is out of date. Security and Maintenance will 
also warn you if your computer is not set up to download updates automatically and if important 
security features such as User Account Control are turned off. 





D In the taskbar’s Search box, 
type security. 


@ Click Check security status. 


a Local Security Policy 
A 


Desktop app 
Check security status ~<@) 
Control panel 
eC. Change security settings 
{=| Control panel 


Apps 


@ Windows Firewall with 
Advanced Security 


Settings 

© Windows Defender settings 

33 Windows Update settings 

®© Advanced Windows Update options 
Web 

Ø security essentials 


Pp security service federal credit union 


aa My stuff ØO Web 


security 


The Security and Maintenance Y Security and Maintenance 
wi n dow a p pea rs t e > Control Panel > All Control Panel Items > Security and Maintenance 


Control Panel Home 


Review recent messages and resolve problems 


@) Revi e W th e m e S S a g e S ] n th e Change Security and Security and Maintenance has detected one or more issues for you to review. 
‘ 5 Maintenance settings 
S e C u ri ty S e ctl O n . @ Change User Account Control Secu rity 


settings 


@ Change Windows SmartScreen ies anted software protection (I sins 


C li C k a m e S S a g e b utto n to n kij Windows Defender is turned off. Tumon pow 


View archived mess 
Turn off messages about spyware and unwanted software Find an app online to help protect my PC 


resolve the security issue, such lived 
as clicking Turn on now if ie aerate 
Windows Defender is turned off. ee 


Turn on now 


Turn off messages about virus protection Find an app online to help protect my PC 


Click here to enter your most recent credential (Important) 


Sign in 
Sign in with your most recent Microsoft account credential. 


Turn off messages about Microsoft account View Microsoft account settings 


Windows Update 


eo Windows Update is set to check with you before downloading and installing 
ae updates. These settings are managed by your system administrator. 
ey Turn off messages about Windows Update 
Windows Program 


Compatibility Troubleshooter i 
pany Maintenance 
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© Click Security. 


4 © » Control Panel > All Control Panel Items > Security and Maintenance v & 


Control Panel Home 


Change Security and 
Maintenance settings 


@ Change User Account Control 


settings 


@ Change Windows SmartScreen 


settings 


View archived messages 


See also 
File History 


Windows Program 
Compatibility Troubleshooter 


© Scroll down the Security and 
Maintenance window. 


Control Panel Home 


@ Security and Maintenance 
displays a summary of all your 
system's security settings. 


settings 


settings 


View archived messages 


See also 
File History 


Windows Program 
Compatibility Troubleshooter 


Can I control which messages I see in 
Security and Maintenance? 

Yes. Follow steps 1 and 2 to open the Security 
and Maintenance window, and then click 


Change Security and Maintenance settings. 
Click any security or maintenance message you 
no longer want to see (|#| changes to [ ]). 
Click OK. 


M e > Control Panel > All Control Panel Items > Security and Maintenance v ® 


Change Security and 
Maintenance settings 


@ Change User Account Control 


9 Change Windows SmartScreen 
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e Security and Maintenance 


Search Control Panel 


Review recent messages and resolve problems 


Security and Maintenance has detected one or more issues for you to review. 


Security = 5] 


Spyware and unwanted software protection (Important) 
Turn on now 
bij Windows Defender is turned off. 


Turn off messages about spyware and unwanted software 
protection 


Find an app online to help protect my PC 


Virus protection (Important) 
Turn on now 
il Windows Defender is turned off. 


Turn off messages about virus protection Find an app online to help protect my PC 


Click here to enter your most recent credential (Important) z 
nin 
Sign in with your most recent Microsoft account credential. > 


Turn off messages about Microsoft account View Microsoft account settings 


Windows Update 


Windows Update is set to check with you before downloading and installing 
updates. These settings are managed by your system administrator. 


Change settings... 


Turn off messages about Windows Update 


Maintenance 


Pe Security and Maintenance 


Search Control Panel 


Network firewall On 
@ Windows Firewall is actively protecting your PC. 


Windows Update Not automatic 


Windows Update is set to check with you before downloading and installing updates. These settings are 
managed by your system administrator. 


Virus protection On 


kl Windows Defender is helping to protect your PC. 


Spyware and unwanted software protection 
kl Windows Defender is helping to protect your PC. 


Internet security settings 
All Internet security settings are set to their recommended levels. 6 


User Account Control 
UAC will notify you when apps try to make changes to the computer. 
9 Change settings 
Windows SmartScreen On 
Windows SmartScreen is helping to protect your PC from unrecognized apps and files downloaded from 
the Internet. 
6 Change settings 


Microsoft account Action needed 


Sign in with your most recent Microsoft account credential. 


Sign in | View Microsoft account settings 


Do I always have to open the Security and 
Maintenance window to resolve security issues? 

No. In many cases, you can resolve the issue directly 
without opening Security and Maintenance. In the 
taskbar’s notification area, click Action Center ([Eal) and 
examine the window that appears. If you see a security 
issue, it should also display a link that you can click to 
resolve the issue. 
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Create a Picture Password 





y” can make it easier to sign in to your Windows computer by creating a picture password. This 
is particularly true for a tablet PC. If you find that it is taking you a long time to sign in to 
Windows using your tablet’s touch keyboard, you can switch to a picture password instead. In this 
case, your “password” is a series of three gestures — any combination of a click, a straight line, or 
a circle — that you apply to a photo. Windows displays the photo at startup, and you repeat your 
gestures, in order, to sign in. 





D In the taskbar’s Search box, 
type password. Sign-in options 


System settings 


O Click Set up picture password. Set up picture password 9 


System settings 
Settings 
#83 Sync your passwords on this PC 
3 Change your password 
&, Manage network passwords 
Store 
E] Password Book 
W Password Padlock 
Web 
Ø password 
Ø password jdm 


Ø password generator 


sm My stuff Ø Web 


password & 





The Settings app appears and Settings 

displays the Sign-in Options £33 ACCOUNTS 

ci Your account Password | 
© Under Picture Password, click Sign-in options Change your account password 

Add. ae Change 


Family & other users 
PIN 


Sync your settings Create a PIN to use in place of passwords. Having a PIN makes it 


easier to sign in to Windows, apps, and services. 


Add 


Windows Hello 


You must set up a PIN before you can enroll in Windows Hello. 


Picture password 


Sign in to Windows using a favorite photo 


Add 
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Windows prompts you for your Create a picture password 
account password. 


O Type your password. 
@ Click OK. | 
2 





The Welcome to Picture 
Password screen appears. 


@ Click Choose picture. 





TIPS 


Is a picture password safe to use? Does the picture password replace my text password? 
Yes. The biggest drawback is that it is possible No. Your picture password is applied to your user 
for a malicious user to view and possibly even account along with your existing text-based password. 


record your gestures using a camera. Unlike a As you see in the next Tips section, it is not difficult to 
regular text password for which the characters bypass the picture password and sign in using the text 
appear as dots to prevent someone from seeing | password, so you should still protect your PC with a 
them, gestures have no such protection. strong text password. 





continued B> 
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Create a Picture Password (continued) 


T the same way that you should not choose a regular account password that is extremely obvious, 
such as the word password or your username, you should take care to avoid creating an obvious 
picture password. For example, if you are using a photo showing three faces, an obvious picture 
password would be a click on each face. 


A good picture password not only uses all three available gestures, but also uses them in nonobvious 
ways. To ensure that you have memorized your picture password, you should sign out of your account 
a few times and then sign back on using the picture password. 





The Pictures screen appears. Open 
É ~ 4 [ > ThisPC > Pictures > Allan Gardens 
€D Click the picture that you want nes ie a 


Æ Quick access 
{iB Desktop # 


Œ Downloads 5 me y 


201501 11 1.0966 2015 01 11_0967 2015 01 11_0968 2015 01 11_0969 2015 01 11_0970 
{} StagedAssets 


[E Screen Shots À X 
@, OneDrive f 


to use. 


@ Click Open. 


The How's This Look screen 
appears. 


oO Drag the picture so that the 
image is positioned where you 
want. 


€ Click Use this picture. 
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Œ This PC 

oH DVD RW Drive (F:) 1_C 
& FLASH DRIVE (G:) 
a Network 


°@ Homegroup 
PA colt 
A Paul 


Ș Paul McFedries 


F] Photos 


File name: |2015 01 11_0984 


Picture password 


2015 01 11_0971 


2015 01 11_0976 


2015 01 11_0981 


2015 01 11_0986 


How's this look? 


Drag your picture to position it the way 


you want 


| Use this picture 10 


2015 01 11_0972 


2015 01 11_0977 


2015 01 11_0982 


2015 01 11_0987 


Cancel 


2015 01 11_0973 


2015 01 11_0978 


2015 01 11_0983 


2015 01 11_0988 


2015 01 11_0974 


_ 2015 01 11_0979 © 11_0979 


2015 01 11 "0984 


2015 01 11_0989 


2015 01 11_0975 


2015 01 11_0980 


2015 01 11_0985 


2015 01 11_0990 

















Cancel 
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The Set Up Your Gestures screen 
appears. 


Gal) Use your finger or a stylus to 
draw three gestures. 


12) Repeat the gestures to confirm. 





&® Click Finish. 


The next time that you sign 

in to Windows, you will be 
prompted to enter your picture 
password gestures. 


~~ 


rt 


‘ez 





TIPS 


What happens if I forget my gestures? Can I change my picture 
At the sign-on screen, click Sign-in options and then click Microsoft | password? 
account to sign in with your regular password. To get a reminder of Yes. Open the Change Your Picture 


your picture password gestures, follow steps 1 and 2 in this section, Password screen as described in 
click Change, type your user account password, and click OK. In the the preceding Tip, choose a new 
Change Your Picture Password screen, click Replay. Click the picture picture, if necessary, and then run 
to see each gesture. through your gestures. 
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Set Up a Fingerprint Sign-In 





y can ensure that only you can access your PC and you can avoid the insecurity of using 
passwords and gestures in public, by using your fingerprint to sign in to Windows. 


If your PC comes with a built-in fingerprint reader, or you have an external reader attached to your 
PC, you can use the Windows Hello feature to teach Windows your fingerprint and use it to sign in. 
Because your fingerprint is unique, this ensures that only you can access your PC. Also, if you are in 
a public place, you do not have to enter a password or use sign-in gestures that could be observed by 
a nearby snoop. 





D In the taskbar’s Search box, type 


fi n g e rp ri n t . Set up fingerprint sign-in 
System settings 
@ Click Set up fingerprint sign-in. — 


3 Sign-in options 

Store 

E Fingerprint Luck Scanner 
E Lie Detector Fingerprint Scanner 
Web 

Ø fingerprinting 

Ø fingerprints 
fingerprinting locations 
Ø fingerprint jewelry 

Ø fingerprinting services 
Ø fingerprint cards 


Ø fingerprint scanner 


aa My stuff Ø Web 


fingerprint] 


The Settings app appears and displays 








the Sign-in Options screen. ee Li ee 
Your account 
E Under Fingerprint, click Set up. oe. PIN === 
: e wees You can use this PIN to sign! Welcome to Windows Hello 
Note: If the Set Up button 1S disabled, you Change | forgot my | Your device just got more personal. Say goodbye to entering 
: | complex passwords and start using Windows Hello to unlock 
must assign a PIN to your Microsoft Family &otherusers | your devies verly youre and buy things in the Store 
. e e Sync your settings : | 
account. In the Sign-in Options screen, oii Windows Helo sex mr 
click Add under the PIN heading and Pon in 1o Wndows apps a 
° è Fingerprint | 
following the prompts to assign a PIN to ae <Q) | 
your account. 
Picture password 
The Windows Hello Setup dialog box ST 
appears. = 
: Get started =@ Cancel 
© Click Get started. Related settings ‘ 


Lock screen 
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Windows prompts you for your 
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account PIN. Making sure it’s you 


©) Type your PIN. 


Windows Hello prompts you to 
scan your fingerprint. 


O Swipe your finger across your 
PC’s fingerprint reader. 


ED Repeat the swipe until the scan 
is complete. 


O Click Close. 


The next time that you start 
your PC, you will be prompted 
to swipe your finger across the 
fingerprint reader to sign in. 


TIPS 


What do I do if Windows does not 
recognize my fingerprint swipe when 
I try to sign in? 


At the sign-on screen, click Sign-in options 
and then click Microsoft account to sign in 
with your regular password. 


Cancel 


Scan your finger on the fingerprint 
reader. 


We'll need to scan your fingerprint a few times to set 
up Windows Hello. 





How do I stop using my fingerprint for signing in to 
Windows? 

To remove your fingerprint from the sign-in options, follow 
steps 1 and 2 in this section to display the Settings app’s 
Sign-in Options window. Under the Fingerprint section, 
click Remove. 
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ou can enhance your computer's security by locking the device when you leave it unattended. 

Protecting your account with a password prevents someone from logging on to your account, but 
what happens when you leave your computer unattended? If you remain logged on to the system, 
any person who picks up your computer can use it to view and change files. 


To prevent this, you can lock your computer. After your computer is locked, anyone who tries to use 
your computer will first have to enter your password. 


Lock Your Computer 


Lock Your Computer 


© Click Start (2). Mv Change account settings 
© Click your user account. ae = 





©) Paul McFedries 


Microsoft Edge Groove Music Movies & TV 


© Click Lock. 


File Explorer 


#03 Settings 


Windows locks your computer 
and displays the Lock screen. 


345.1 


Monday, July 20 
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Unlock Your Computer 


On the Lock screen, press CT 
to display the sign-in screen. 


2 Click inside the Password 
text box. 


Paul McFedries fF 


paulmcfedries@hotmail.com 


= ae 
z = 


E Type your password. 
@ Click Submit (E). 


Windows unlocks your computer 
and restores your desktop. 


Paul McFedries f 


paulmcfedries@hotmail.com 


a A 





How can I quickly access the Lock command? 

If you need to leave your desk in a hurry, Windows offers a couple of quick methods for locking your computer. 
Probably the quickest way to lock your computer is to press (7}+{"). Alternatively, press @0- M-09 
and then click Lock. 
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Configure Your PC to Lock Automatically 





ye can configure Windows to automatically lock your computer after it has been idle for a 
specified time. 


The previous section describes how to lock your computer to prevent unauthorized access when you 
leave your PC. However, the hard part is remembering to do it. If you are late for a meeting or other 
appointment, locking your machine is probably the last thing on your mind as you dash out the door. 
To ensure that some snoop cannot access your PC if you forget to lock it, you can configure Windows 
to lock automatically after a period of inactivity. 





E In the taskbar’s Search box, 
type screen saver. Iie tang saver < 


@) Click Change screen Saver. ky Turn screen saver on or off 


= Control panel 
Settings 
EÍ Get more themes online 


#63 Turn the lock screen slideshow on or off 


screensavers free 
screensavers and wallpaper 
screensavers 

screensaver downloads 
screensavers or background 
screensaver pictures 


screensavers for mac 


My stuff Ø Web 


screen saver 


The Screen Saver Settings dialog IB) Screen Saver Settings 
box appears. Screen Saver 


Click On resume, display logon 
screen (|_| changes to ||). 


Screen saver 


Settings... Preview 


1 3 ae On resume, display logon screen 


Power management 


Conserve energy or maximize performance by adjusting display 
brightness and other power settings. 


Change power settings 
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4) Use the Wait H to set the a Screen Saver Settings 











number of minutes of idle that 
must pass before Windows locks 
your computer. 


Screen saver 4 
Wait: 5 be minutes [¥] On resume, display logon screen 


Power management 


Conserve energy or maximize performance by adjusting display 
brightness and other power settings. 


Change power settings 


E) Cli ck 0 K. a Screen Saver Settings 


Windows now automatically 
locks your PC when it has been 
idle for the number of minutes 
you specified in step 4. 


Screen saver 
Wait: 5 5S minutes [V] On resume, display logon screen 


Power management 


Conserve energy or maximize performance by adjusting display 
brightness and other power settings. 


Change power settings 


Does my computer lock when it goes into sleep mode? 

Yes, Windows is also configured by default to display the logon screen when your computer wakes up from 
sleep mode. To make sure this setting is activated, click Start (EH) and then click Settings to launch the 
Settings app. Click Accounts to open the Accounts window and then click the Sign-in options tab. Click the 
Require sign-in and then click When PC wakes up from sleep. 
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Browse the Web Privately 





f you visit sensitive or private websites, you can tell Microsoft Edge not to save any browsing 

history for those sites. If you regularly visit private websites or websites that contain sensitive or 
secret data, you can ensure that no one else sees any data for such sites by deleting your browsing 
history, as described in the Tip section. However, if you visit such sites only occasionally, deleting 
your entire browsing history is overkill. A better solution is to turn on the InPrivate browsing feature 
in Microsoft Edge before you visit private sites. This tells Microsoft Edge to temporarily stop saving 
any browsing history. 





@ In the taskbar’s Search box, 
type edge. Merosot rage aD 
© Click Microsoft Edge. seine 


#03 Choose to allow swiping in from 
touchpad edges 


@ Alternatively, you can click 
Microsoft Edge (@) if you see ie ew 
it in the taskbar. Est mma io 


Web 


Store 


Ø edgenuity 
edgepark medical supplies 
edgeworld 
edge of tomorrow 
edgecombe community college 
edgenuity for students 


edge products 


© Click More (---). 
© Click New InPrivate window. 


wordspy.com/index.php? =clickprint | = A 3 


Home — Alpha — C — clickprint 





New window 


ee ran ae es InP wale i 7 New InPrivate window 
by pressing @0+-D-+O. clickprint 0 





Zoom — 100% + 


n. A pattern of web surfing behavior that uniq 
doing the surfing. 





Find on page 


Etymology Print 

click + fingerprint 

SSP Pin to Start 

Examples F12 Developer Tools 
VUO 

CH Open with Internet Explorer 

[B]y observing how people navigate around a site over a numbe 

could distinguish between two anonymous surfers. That could | Send feedback 

fraud: if someone signed in with an existing user’s logon, but the R 

ettings 
indication that their ID had been stolen. 
—Charles Arthur, “Is it possible to be identified by your ‘clickprint’?,” The Guardian, September 28, 2006 


Your mouse is leaving tracks all over the Net 
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A new Microsoft Edge window E inerat 
appears. , O 
© The InPrivate indicator appears Browsing InPrivate 
in the upper-left corner of the a Ere 


e 
WI n d O W. When you use InPrivate tabs, your browsing data (like cookies, history, or temporary files) 
isn't saved on your PC after you're done. Microsoft Edge deletes temporary data from 
your PC after all of your InPrivate tabs are closed. 


Read the Microsoft privacy statement 

















©) Surf to and interact with websites E Personal and Financials X | 
as you normally would, such as Sige ee 
the banking site shown here. 5 pinki CIBC Websites~ | Francais | HX% | ContactUs | Apply Now o Special Offers 
. al cone ite. Personal Banking Business Services About CIBC | Search Q | 
© When you are done, click 
Bank Accounts Credit Cards Mortgages Lending Investments Insurance Ways to Bank Advice Centre 
Close (>). 
Thank you for using CIBC Online Banking. You have successfully signed off. 
Microsoft Edge closes the 
InPrivate window and turns off Knock down g ans 
InPrivate browsing. your mortgage with ~ . Password: 








$15,000 cash back ~ o A 


©) Security Guaranteed 


Learn more Electronic Access Agreement 


Your online shopping 41 countries. 
express lane 7,500 athletes. 
Pay with one simple login using Á And you. 


Visa Checkout. Be proud. Cheer loud. 





TIP 


What is browsing history? 

Microsoft Edge maintains a list of the sites that you visit, as well as text and passwords that you have typed 
into forms, the names of files that you have downloaded, and cookies, which are small text files that store 
information such as site preferences and site logon data. Saving this history is dangerous because other 


people who use your computer can just as easily visit or view information about those sites. You eliminate 
this risk by visiting such sites using an InPrivate browsing session. To delete your browsing history, click 
More (.--), click Settings, click Choose what to clear, click Browsing history ({_| changes to {#|), and 
then click Clear. 





301 


Control Your Private Information 





BY default, Windows enables apps to access many aspects of your system, such as the camera, 
microphone, and internal antennas such as Wi-Fi and Bluetooth. Windows also enables apps to 


access personal information such as your location, account information, contacts, and calendar. 
This access improves your app experience in most cases, but you might be uncomfortable sharing so 
much with apps, particularly third-party apps. In that case, you can turn off access to your system 
resources and to your private information, either globally or just for specific apps. 





@ Click Start (EA). | | 
© Click Settings. 
= @ 


*  Snipping Tool Calendar Mail Microsoft Edge Groove Music Movies & TV 


Control Panel 


EEY Sticky Notes re 
cs} Get Skype Photos 


© Alarms & Clock 


OneNote 


File Explorer > Weather 
#03 Settings 
®© Power 


i= All apps 


The Settings app appears. ae 
E Click Privacy. g3 SETTINGS 


H 


System Devices Network & Internet Personalization 
Display, notifications, Bluetooth, printers, Wi-Fi, airplane mode, Background, lock 
apps, power mouse VPN screen, colors 


(D el 
1 
Q AF ag a <E 
Accounts Time & language Ease of Access Privacy 
Your account, sync Speech, region, date Narrator, magnifier, Location, camera 


settings, work, other high contrast 
users 


O 


Update & security 
Windows Update, 
recovery, backup 
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The Privacy screen appears. 
© Click Location. 


@ Click the Location switch to Off 
to prevent apps from using your 
location. 


© To remove all location 
information from your PC, 
click Clear. 


Windows removes all your 
location information. 


ED For each resource that you no 
longer want to allow apps to 
access, click the resource tab. 


Click the switch that controls 


Settings 
£O? PRIVACY 


General 


Location E 


Camera 


Microphone 


Speech, inking, & typing 


Account info 
Contacts 
Calendar 
Messaging 
Radios 

Other devices 


Feedback 


Settings 


£O? PRIVACY 


General 
Location 


Camera 
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Location for this device is on 


Change 


When location services for this account are on, apps and services 
you allow can request location and location history. 


Location 


"5 OD) off 


If an app is using your location, you'll see this icon: © 


Location history 

When location is on, the locations obtained to meet the needs of 
your apps and services will be stored for a limited time on the 
device. Apps that have access to these stored locations will appear 
below. 

Clear history on this device 


Clear 


Learn more about location settings 


Find a setting P 


Camera 


Let apps use my camera 


On 


global access to Off. 


Microphone 
Choose apps that can use your camera 


@ Alternatively, you can use the 
app-specific switches to turn off 
access for individual apps. 


Speech, inking, & typing 
Some apps need access to your camera to work as intended. 
i Turning off an app here might limit what it can do. 
Account info 


Ge 3D Builder €D on 
Contacts 


The next time you display the ne a €D on 


Start menu, you will not see 


any personal information in oe ry OneNote €D o 


th e ti les. jazi Project Spartan €D o 


Other devices 


Feedback 





TIPS 


How do I prevent Windows from showing apps and How do I stop an app’s notifications? 
documents that I have used recently? If an app’s notifications contain private 
Click Start (EH), click Settings, click Personalization, and then | information, you can turn them off. 
click Start. To prevent Windows from showing recent apps and Click Start (EH), click Settings, click 
System, and then click Notifications & 
actions. Beside the app for which you 
want notifications disabled, click the 
switch to Off. 


documents, click the Store and display recently opened 
programs in Start switch to Off and then click the Store and 
display recently opened items in Start and the taskbar 
switch to Off. 
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Reset Your Computer to Preserve Privacy 





A: you use your computer, you accumulate a large amount of personal data: documents, installed 
apps, Microsoft Edge favorites, email messages, photos, and much more. If you are selling 

your computer or giving it away, you probably do not want the recipient to have access to all that 
personal data. To prevent this, you can reset the computer, which deletes all your personal data and 
reinstalls a fresh copy of Windows. 





Note: This section assumes that you 





have copied your personal files to a AS Se 
backup destination, such as an Settings 
external hard drive. €3 Set up face sign-in 
®© Set up fingerprint sign-in 
@) In the taskbar’s Search box, re 
type reset. me 
2 Click Reset this PC. E 
reset icloud password 
reset apple password 
resetme 
reset firefox 
reset microsoft account password 
reset gmail password 
My stuff ØO Web 
reset 
The Settings app opens and Settings 
displays the Update & Security SŠ? UPDATE & SECURITY 
nano Pee eee Reset this PC 
E) Under Reset this PC, click Get acmvation If your PC isn't running well, resetting it might help. This lets you 
started. E ha = keep your files or remove them, and then reinstalls 


Get started <£) 
Recovery 


Windows Defender . . 
Go back to an earlier build 
For devel 
pcan tate If this build isn’t working for you, try going back to an earlier one. 
When the next build is ready, we'll install it. 


Get started 


Advanced startup 


Start up from a device or disc (such as a USB drive or DVD), change 
Windows startup settings, or restore Windows from a system 
image. This will restart your PC. 


Restart now 
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Windows asks how you want to 
remove your personal files. Choose an option 


4) Click the removal option that 
you want. 


the removal options, see the Tip. Removes all of your personal files, apps, and settings. 


4 Keep my files 
Removes apps and settings, but keeps your personal files. 


Windows displays a list of apps 


that will be removed during the © Your apps will be removed 
reset process. Many apps can be reinstalled from the Store, but the following apps will need to be 
reinstalled from the web or installation discs. This list will be saved to the desktop after 
© Click Next. you reset this PC. 


EPSON Scan 
EPSON XP-810 Series Printer Uninstall 


Cancel 





The Ready to Reset This PC 


screen appears. () Ready to reset this PC 
; Resetting will: 
© click Reset. e Remove all apps and programs that didn't come with this PC 


« Change settings back to their defaults 


Wi ndows resets your computer. e Reinstall Windows without removing your personal files 


This will take a while and your PC will restart. 


6 a 





What is the difference between removing my files and fully cleaning the drive? 

The Keep My Files option deletes your apps and your Windows settings, but it leaves your files on your PC, 
so this is not the option you want if you are giving away or selling your PC. Instead, you want the Remove 
Everything option, which not only removes your apps and your custom Windows settings, but it also 
removes all your personal files. 
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©) Ready to reset this PC 


Resetting will: 

* Remove all apps and programs that didn't come with this PC 
« Change settings back to their defaults 

* Reinstall Windows without removing your personal files 


This will take a while and your PC will restart. 





Check Hard Drive Free Space . ...... 2.2 ee ees 308 


Delete Unnecessary Files... 1... 2.2 ese eee 310 
Refresh Your Computer. ... 1... 2. ee eee eevee 312 
Create a Recovery Drive ........24-.0eece eee 314 
Keep a History of Your Files .........24.s-240e-8 316 
Restore a File from Your History ........-.2.24.-. 318 
Check Your Hard Drive for Errors ........2 2s 320 
Check Your Devices for Errors. . . 2... .. 2.22 eee 322 
Defragment Your Hard Drive on a Schedule ....... 324 
Create a System Restore Point ..........4e6.-. 326 


Apply a System Restore Point. ...........2.-. 328 


Check Hard Drive Free Space 





o ensure that your PC’s hard drive does not become full, you should periodically check how much 
free space it has left. This is important because if you run out of room on your hard drive, you 
cannot install more programs or create more documents, and your PC’s performance will suffer. 


Of particular concern is the hard drive on which Windows is installed, usually drive C. If this hard 
drive’s free space becomes low — say, less than about 20 or 25GB — Windows runs slowly. With 
normal computer use, you should check your hard drive free space about once a month. 





Check Hard Drive Free Space 











Note: You can also check the free | [) Ul = | File Explorer 
space on a CD, DVD, memory card, Pie oy a 
a < =} = E Copy path a os x =f 5 a 
Or flash drive. Before you continue, Pinto Quick Copy Paste I Paste shortéut Move — Eon: R ne Properties B History era 
insert the disc, card, or drive. Clipboard Organize New Open Select 
€ v &® & » Quickaccess > 
@ Click File Explorer. v © Quick access 4 Frequent folders (2) 
E Desktop # Desktop [E Downloads 


[E Downloads + a Recent files (0) 


File Explorer appears. 


© Click This PC. 


> G@ OneDrive After you've opened some files, we'll show the most recent ones here. 


2 $ This PC 
> @ Network 


> ©@ Homegroup 


2 items 

















The This PC folder appears. y= | This 
© Click the View tab. CH Preview pane Medium icons FE Smallicons |- al [D] Group by ~ C] Item check boxes 





[ED ne EE List == Details . = [i] Add columns L] File name extensions = 

i AS = n Som! ia Hide selected Options 

3 = Tiles = Content z byv {F Size all columns to fit [] Hidden items items je 
anes Layout Current view Show/hide 


© Click Tiles. 


€ v = > ThisPC > v & Search This PC 


v & Quick access 4 Folders (6) 
fl Desktop x Desktop M Documents {@ Downloads 
@ Downloads + (Music {Bi Pictures Videos 
4 Devices and drives (2) 
| yp Local Disk (C:) & DVD Drive (D:) @ FLASH DRIVE (E:) 


> (@ OneDrive 








> ©& Homegroup 
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C Information about each Bl [Dl = | ThsPc 
e . Computer View 
drive appears along with the CE Preview pane Medium icons [Ë] Small icons 7 Est [G] Group by ~ C] Item check boxes > 
dri ve icon “— [[H Details pane BE List FEE Details . (il) Add columns ~ [ File name extensions i 
: crea EE mes  ] Tiles f= Content > a (| Size all columns to fit [_] Hidden items ey eae si 
© This value tells you the amount € > + Da vO] | Search This PC 
of free space on the drive. VF Quickaccess 4 Folders (6) 
E Desktop # 
‘ [AE Downloads # EE Desktop Documents E Downloads 
@ This value tells you the total oaasi - 
amount of space on the drive. IE e 


4 Devices and drives (2) 


> @ Network 
© This bar gives you a visual Or > 5, loci Disk Dae a A 


è ‘ 3 š 237 GB free of 402 GB ened 
indication of how much disk oe” 
Space the drive is using. 





8 items 


O Windows is installed on the drive 


= | [2 i) = | ThisPC 
. A a . 
with the Windows logo (mm). Computer View 
CH Preview pane Medium icons [E Small icons X [E] Group by ~ C] Item check boxes > z= 
h i f h ae [E Details pane FE List [== Details z ell [i] Add columns ~ [C] File name extensions _ 
@ The used portion of the bar navigation BEMETIIE: come st D aama  Mdesctted Opto 


appears blue when a drive still . n = —— Layout Current view Show/hide , = ; 
has sufficient disk space. 


v & Quick access 4 Folders (6) 


e E Desktop 5 EB ig j 
O The used portion of the bar M Downloads + Desktop Bs Documents V Downloads 
turns red when a drive's disk Praia | si j- — e 





> B This Pc 


space becomes low. aia 4 Devices and drives (2) 


` ge Local Disk (C:) FLASH DRIVE (E:) 
> © Homegroup D ] DVD Drive (D:) 


©) Click Close (}%) to close the na Gree of 40268 372KB free of 44 MB 
This PC window. 








TIP 


What can I do if my hard drive space is becoming low? 
You can do three things: 


e Delete Personal Files. If you have personal files — particularly media files such as images, music, and 
videos — that you no longer need, delete them. 


Remove Programs. If you have programs that you no longer use, uninstall them (see Chapter 1). 


Run Disk Cleanup. Use the Disk Cleanup program to delete files that Windows no longer uses. See the 
next section, “Delete Unnecessary Files.” 
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Delete Unnecessary Files 





T free up hard drive space on your computer and keep Windows running efficiently, you can use 
the Disk Cleanup program to delete files that your system no longer needs. Although today’s 
hard drives are quite large, it is still possible to run low on disk space, particularly because today’s 
applications and media files are larger than ever. 


Run Disk Cleanup any time that your hard drive free space becomes too low. If hard drive space is 
not a problem, run Disk Cleanup every two or three months. 


Delete Unnecessary Files 


° e 
@ Click File Explorer. Pre 
ile Home Share View 
5 D : x Cut EE FA New item * 
File Explorer appears. * a Dic | Se XE Ber. 
Pinto Quick Copy Paste Move Copy Delete R New Properties i Select 
[2] Paste shortcut toy to” + older . £ History moder 
` 7 Clipboard Organize New Open Select 
© Click This PC. 
€ E G > Quickaccess > vw Search Quick access 9 








v © Quick access 4 Frequent folders (2) 
E Desktop x (Desktop [AE Downloads 
MM Downloads  # a Recent files (0) 


> @ OneDrive After you've opened some files, we'll show the most recent ones here. 


> ©& Homegroup 


2 items 


The This PC folder appears. 


E Click the hard drive you want to 
clean. 


© Click the Manage tab. 
Æ Quick access 4 Folders (6) 
é fl Deskto 
E) Cli ck Clean u p ° W ool == —— A Downloads 








Protect Manage 


= ~ A @ >» Thispc v ® Search This PC 


@ OneDrive 


i æ © Pictures 
® This Pc —a 


By Network 4 Devices and drives (2) 


iia pa Local Disk (C:) A FLASH DRIVE (E:) 
°@ Homegroup E ~~ == DVD Drive (D:) aaa ey 
Cf 237 GB free of 402 GB 372 KB free of 484 MB 











8items _1 item selected 


310 


CHAPTER 


Maintaining Windows 14 








After a few moments, the Disk = Disk Cleanup for (C; 
Cleanup dialog box appears. a 
ae 
@ This area displays the total SSS 
amount of drive space you can aes 
free up. EAP Downloaded Program Files bytes EN 
EJ Temporary Intemet Files 43.4MB 
7 b LOG Offline webpages 131 KB 
@ This area displays the amount of CL Devry Opatan Fes sea 
drive space the activated [L [a Recycle Bin Obytes y 
options wi Ll free up. Total amount of disk space you gain: 65.5 MB 
Description 
Click the check box ([_] changes dowload auemacaly om he Fre hen you vw Stan 
to [¥]) for each file type that aa E 
you want to delete. 
@ This area displays a description 
of the highlighted file type. How does Disk Cleanup work? 





@ Click OK. 


Disk Cleanup asks you to 
confirm that you want to delete 
the file types. 


Disk Cleanup 


Are you sure you want to permanently delete 
@ Click Delete Files. these files? 


Delete Files 





What types of files does Disk Cleanup delete? 
It deletes the following file types: 
Downloaded Program Files. These are small web page programs downloaded onto your hard drive. 


Temporary Internet Files. These are web page copies stored on your hard drive for faster viewing. 
Delivery Optimization Files. These are files used by Windows’ Delivery Optimization service. 
Recycle Bin. These are files that you have deleted since you last emptied your Recycle Bin. 
Temporary Files. These are files used by programs to store temporary data. 

Thumbnails. These are miniature versions of images and other content used in folder windows. 
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f you find that your computer is running slowly or that frequent program glitches are hurting your 
._ productivity, you can often solve these problems by resetting your PC’s system files. The Reset 
this PC feature reinstalls a fresh copy of Windows. It also saves the documents, images, and other 
files in your user account, some of your settings, and any Windows apps that you have installed. 
However, Reset this PC does not save any other PC settings (which are reverted to their defaults) or 
any desktop programs that you installed. 





In the taskbar’s Search box, 
type reset. 


@ Click Reset this PC. 


The Settings app runs and i 
Settings 
selects the Recovery tab. M & set up face sign-in Reset this PC 


© Set up fingerprint sign-in 








gs 
£ 











Reset this PC 
System settings 


63 RECOVERY 


If your PC isn't running well, resetting it might help. This lets you 


U n de r Reset th ] S PC, C li ck i Ü Go back toan earier bold AA to keep your files or remove them, and then reinstalls 
indows. 
Get started. = sesona -ED 
| Samsung Reset codes 


Web 

a Go back to an earlier build 
Ø reset apple password If this build isn’t working for you, try going back to an earlier one. 
When the next build is ready, we'll install it. 


resetme 
P Get started 


Ø reset firefox 


Ø reset microsoft account password 
Advanced startup 
Ø reset gmail password 
Start up from a device or disc (such as a USB drive or DVD), change 
= Windows startup settings, or restore Windows from a system 
sa My stuff P Web image. This will restart your PC. 
4:18 PM 


reset A 0) A 7225 





Reset this PC asks you to 
choose a reset option. Choose an option 


© Click Keep my files. 
Keep my files 
Removes apps and settings, but keeps your personal files. 


Remove everything 
Removes all of your personal files, apps, and settings. 


Cancel 
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Reset this PC displays a list 


of software you will need to ©) Your apps will be removed 
reinstall. Many apps can be reinstalled from the Store, but the following apps will need to be 
reinstalled from the web or installation discs. This list will be saved to the desktop after 
©) Click Next. you reset this PC. 


EPSON Scan 
EPSON XP-810 Series Printer Uninstall 


Cancel 





@ Click Reset. 
(©) Ready to reset this PC 


Reset this PC reboots the 
Resetting will: 


computer and refreshes the «+ Remove all apps and programs that didn't come with this PC 
system files. * Change settings back to their defaults 
e Reinstall Windows without removing your personal files 


This will take a while and your PC will restart. 


6 Cee | 





How do I refresh my computer if I cannot start Windows? 
@ Insert your installation disc or recovery drive and then restart your computer. 


@) Boot to the disk or drive. 

©) In the Windows Setup dialog box, click Next. 

@ Click Repair your computer. 

@ Click Troubleshoot. 

@ Click Reset this PC. 

@ Click Keep my files. 

O Click your user account, type your account password, and then click Continue. 


oO Click Reset. 
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Create a Recovery Drive 





ye can make it easier to troubleshoot and recover from computer problems by creating a USB 
recovery drive. If a problem prevents you from booting your computer, then you must boot using 
some other drive. If you have your Windows installation media, you can boot using that drive. If you 
do not have the installation media, you can still recover if you have created a recovery drive. This is 
a USB flash drive that contains the Windows recovery environment, which enables you to refresh or 
reset your PC, recover a system image, and more. 





D Insert the USB flash drive you 
want to use. 


a In the taskbar’s Search box, 
type recovery drive. 


@© Click Create a recovery drive. 


The User Account Control dialog 
box appears. 


© Click Yes. 


Note: If you are using a standard 
account, enter your PC’s 
administrator credentials to 
continue. 


The Recovery Drive Wizard 


appears. 


© Click Next. 
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a Create a recovery drive ED 
7 Control panel 


A x 
recovery drive 9 User Account Control 


i 
i Do you want to allow this app to make changes to your 
recovery drive full + y PP g z 
PC? 
recovery drive some files are missing 

m Program name: Recovery Media Creator 
recovery drive missing %7 Verified publisher: Microsoft Windows 





recovery drive not working 








©) Show details 





recovery drive windows 10 
recovery drive vs system image 


recovery drive won't boot 


īa My stuff 


recovery drivel 


y Recovery Drive 
Create a recovery drive 


You can use a recovery drive to help troubleshoot problems with your PC even if it can't start. If 
your PC came with a recovery partition, you can also copy it to the recovery drive so you can use 
it to refresh or reset your PC. 











Copy the recovery partition from the PC to the recovery drive. 





Cancel 
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The Recovery Drive Wizard 
prompts you to choose the USB 


© cy Recovery Drive 


flash drive. Select the USB flash drive 
©) Cli C k th e d ri ve if it ] S n ot The drive must be able to hold at least 16 GB, and everything on the drive will be deleted. 
selected already. 


Available drive(s) 
i.. CA (no label) 


ED Click Next. | D:\ (RECOVERY) 


7 SS 


The Recovery Drive Wizard 
warns you that all the data on 
the drive will be deleted. Create the recovery drive 


© gý Recovery Drive 


3 Everything on the drive will be deleted. If you have any personal files on this drive, make 
O C li C k Cre ate : A sure you've backed up the files. 


The wizard formats the drive 
and copies the recovery tools 
and data. 


© Click Finish (not shown). 








TIPS 


Can I use any USB flash drive as a How can I make sure the recovery drive works properly? 
recovery drive? You should test the drive by booting your PC to the drive. 
No. The drive must have a capacity of at Insert the recovery drive and then restart your PC. How you 


least 16GB. Windows erases all data on the | boot to the drive depends on your system. Some PCs display 
drive, so make sure the flash drive does not | a menu of boot devices; select the USB drive from that 
contain any files you want to keep. menu. In other cases, a message tells you to press a key. 
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Keep a History of Your Files 





here may be times when backing up a file just by making a copy is not good enough. For example, 

if you make frequent changes to a file, you might want to copy not only the current version, but 
also the versions from an hour ago, a day ago, a week ago, and so on. In Windows, these previous 
versions of a file are called its file history, and you can save this data for all your documents by 


activating a feature called File History. 





Set the File History Drive 


@ Connect an external drive to 
your PC. 


Note: The drive should have enough 
capacity to hold your files, so an 
external hard drive is probably best. 


Note: If you see a notification, click 
it, click Configure this drive for 


backup, and then skip steps 3 and 4. 


© In the taskbar’s Search box, 
type history. 


© Click File History. 


The File History screen appears. 


@ If Windows detects an external 
hard drive, it displays the drive 
here. 


Note: If this is the correct drive, 
you can skip steps 4 to 6. 


© Click Select drive. 
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i _ File History 


~~ 
~ Control panel 


Settings 


-9 


©) Delete browsing history 


%83 File History settings 


‘ Restore your files with File History 


Store 


l HISTORY 


EJ Relative History 


Documents 


E] Penrith History.docx - in Penrith 


Web 


Ø history channel 


|E) Penrith History.docx - in Documents 


Ø history channel schedule 


sm My stuff 
history| 


\€ File History 


— » ® Do’ 


Control Panel Home 


Exclude folders 
Advanced settings 


See also 


Recovery 


LP) System Image Backup 


Ø Web 


Control Panel > All Control Panel Items > File History 


Keep a history of your files 


File History saves copies of your files so you can get them back if they're lost or damaged. 


File History is off 


Copy files from: Libraries, Desktop, Contacts, and Favorites 


files to: 
Copy Sessa FLASH DRIVE (G:) 


23.2 GB free of 29.8 GB 








Turn on 
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The Select Drive window E Select Drive 
a p pea rs . e vA ro > Control Panel > All Control Panel Items > File History > Select Drive v & Search Control Panel 
© Click the drive you want to use. DRAIT 
Choose a drive from the following list, or enter a network location. 
$ Available drives Free space Total space 
QO Click OK. 4 Backups (E:) 465 


& FLASH DRIVE (G:) 


Add network location 


Show all network locations 














Qe ee 








Activate File History © File Histor = 
@) Click Turn on. € v A Po > Control Panel > All Control Panel Items > File History v & Search Control Panel 
‘ ‘ . : ee Keep a history of your files 
Windows activates File History cer a Ch aCe eee ee eer ee 
and begins saving copies of ee File History is off 
your files to the external drive. fied cg Copy files from: Libraries, Desktop, Contacts, and Favorites 


Copy files to: Backups (E:) 


465 GB free of 465 GB 

















See also 
Recovery 


®@ System Image Backup 





TIP 


Is it okay to disconnect the external hard drive temporarily? 
Yes. However, if you need to remove the external drive temporarily (for example, if you need to use the port 


for another device), you should turn off File History before disconnecting the external drive. Follow steps 2 
and 3 to open the File History screen and then click Turn off. When you are ready to resume saving your 
files, follow steps 1 to 3 to reconnect the drive and open the File History screen, and then click Turn on. 
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Restore a File from Your History 





f you improperly edit, accidentally delete, or corrupt a file through a system crash, in many cases 

you can restore a previous version of the file. Why would you want to revert to a previous version 
of a file? One reason is that you might improperly edit the file by deleting or changing important 
data. In some cases, you may be able to restore that data by going back to a previous version of the 
file. Another reason is that the file might become corrupted if the program or Windows crashes. You 
can get a working version of the file back by restoring a previous version. 





D In the taskbar’s Search box, 
type restore files. 


@ Click Restore your files with 
File History. 


The Home - File History window 
appears. 


E Double-click the library or folder 
that contains the file you want 
to restore. 
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y. _ Restore your files with File History 
=) Control panel 


Web 
2 restore files 


PY restore files and folders wizard has 
stopped 


Ø restore files deleted from recycle bin 
Ø restore files from backup 

Ø restore files from windows 7 to 8 

Ø restore files from external hard drive 
Ø restore files windows 8 


Ø restore files from file history new pc 


aa My stuff 


restore files 


@ Home - File History 


T | Home 


Monday, April 27, 2015 2:10 PM 


4 File folder (4) 


fj i R 


Contacts Desktop Favorites 
4 Library (4) 
Š a ~ 
4 bh 
< < —> 


Documents Music Pictures 


| 12 of 12 


OneDrive 


& =) 


Videos 
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@ Open the folder that contains Tb Home - File History 
the file. T | Home\Documents L v| è | Search All 
© Click Previous Version (14) Friday, April 17, 2015 4:28AM | 3of5 
until you open the version of 
the folder you want to use. | | 
. . Scanned Sound A Shaggy 
Q Click the file you want to Documents recordings Dog Story 
restore. = A E > lak 
. exe 5, code Conference E Ideas List 
@ Click Restore to Original ng Notes Agenda ks Feedback 








Location (@). 


J3 a & & S p 


Logophilia Logophilia Logophilia Logophilia NewWords Phishing Presentatio 
Limited Limited Ltd ™ Account in the Addresses n Notes 
Annual Annual Account Modern 

Report 2015 Report 2016 Workplace 


27 head j anani 1.01 KB i 
If the original folder has a file 
with the same name, File History 
asks what you want to do. 
O Select an option: 


Copying 1 item from Documents to Documents 


Click Replace the file in the The destination already has a file named “Conference 
destination to overwrite the Agenda 2016.rtf" 

existing file with the previous 

Click Skip this file to do =} Skip this file 

nothing. 


[Y Compare info for both files 
Click Compare info for both 
files to decide which file you 
prefer to keep. 


A) Fewer details 





Windows restores the previous 
version. 


TIPS 


Can I restore a folder? What should I do if I am not sure about replacing an 
Yes, because Windows also keeps track of | existing file with a previous version? 
previous versions of folders, which is Click Compare info for both files in the Replace or Skip Files 


useful if an entire folder becomes dialog box. In the File Conflict dialog box, click the check box 
corrupted. Follow steps 1 to 5, click the beside both versions ([_] changes to [*]) and then click 

folder you want to restore, and then click | Continue. This leaves the existing file as is and restores the 
Restore to Original Location (@). previous version with (2) appended to the name. 
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Check Your Hard Drive for Errors 





T keep your system running smoothly, you should periodically check your hard drive for errors 
and fix any errors that come up. Because hard drive errors can cause files to become corrupted, 
which may prevent you from running a program or opening a document, you can use the Check Disk 
program to look for and fix hard drive errors. 





@) Click File Explorer. Drive Tools This PC 


Computer Manage 


File Explorer appears. P J E g p ie 


jE System properties 
Properties Open Rename Access Map network Add a network Open 


° e media 7 rive’ ocation ettings & Manage 
2) Click This PC. Location j ; Network 3 i System 
€ v & c > This PC v © Search This PC 
ED Click the hard drive that you Boae fais 


want to check. E Desktop + 
[ME Downloads + f Desktop Documents 
$ h- Pictures 
O Cli ck th e Com p uter ta b. [} Screen Shots E Downloads Í. Music 


[T Allan Gardens 


© Click Properties. ann Loe E 


@ OneDrive 
4 Devices and drives (5) 


am Local Disk (C) RECOVERY (D:) 


mel a 
M DVD RW Drive (F:) J.C LP 
= 208GB free of 265 GB 12.0 GB free of 12.1 GB 


@ FLASH DRIV Backups (E:) DVD RW Drive (F:) 
LY a Fa J_CCSA_X86FRE_EN-US_DV5 


E This Pc 











By Network 464 GB free of 465 GB 0 bytes free of 3.00 GB 
FLASH DRIVE (G:) 





+Å Homegroup 





23.2 GB free of 29.8 GB 


llitems 1 item selected 


The hard drive’s Properties 
dialog box appears. ious More | _Quota_| Customize _| 


i Sharing | Security 
© Click the Tools tab. 
This option will check the drive for file 


@ Click Check. QP semen 











Optimize and defragment drive 


& Optimizing your computer's drives can help it run 
B. more efficiently. 





| Optimize 
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© If Windows tells you that the 
drive has no errors, you can 
click Cancel and skip the rest of 
these steps. 


O Otherwise, click Scan drive. 


Windows checks the hard drive. 


oO When the check is complete, 
click Close. 


Note: If Check Disk finds any errors, 
follow the instructions the program 
provides. 


What is a “bad sector”? 
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Error Checking (Backups (E:)}) 


You don't need to scan this drive 


We haven't found any errors on this drive. You can still scan the drive for errors if you want. 





| + Scan drive 
| You can keep using the drive during the scan. If errors are found, you can decide if you 
| want to fx them. 





Error Checking (Backups (E:)) 


Your drive was successfully scanned 


Windows successfully scanned the drive. No errors were 
found, 





Show Details 


How often should I check for hard drive errors? 


A sector is a small storage location on your hard You should perform the basic hard drive check 
drive. When Windows saves a file on the drive, it about once a week. Perform the more thorough bad 


divides the file into pieces and stores each piece in sector check once a month. Note that the bad 
a separate sector. A bad sector is one that, through | sector check can take several hours, depending on 
physical damage or some other cause, can no longer | the size of the drive, so perform this check only 





be used to reliably store data. 


when you will not need your computer for a while. 
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Check Your Devices for Errors 





T: help ensure that your system is operating smoothly and efficiently, you should periodically 
check for errors associated with the devices attached to your computer. Device errors usually 
mean either that you cannot work with a device entirely, or that the device behaves erratically or 
unexpectedly. You can use the Windows Devices and Printers feature to check your installed devices 
for errors. You can also use Devices and Printers to troubleshoot your problem devices, and in most 
cases Windows will be able to fix the problem automatically. 





Check for Devices with Errors 


@) In the taskbar’s Search box, „a,j Devices and Printers 
A ` R Control panel 
type view devices. 





Settings 


© Click Devices and Printers. yy © AutoPlay 


55 View network computers and devices 





Web 

Ø view devices 

Ø view devices connected to wifi 
Ø view devices on wireless network 
Ø view devices on network 

Ø view devices on netflix account 
Ø view devices in itunes 

Ø view devices on mac 


Ø view devices on icloud 


aa My stuff 


view devices 
The Devices and Printers à Devices and Printers 
wi n dow a ea rs * om > Control Panel > All Control Panel Items > Devices and Printers 
p p ° Add a device Add a printer 
& Examine the device icons for “RS 
errors. A - " | 
” 2 i 1 a p 3 
A) Wi n do WS ] n di cates devi ces with jrum HP began ebca nom% so i laaan mom. TOUCHPC ie 
: th P : À ensor odule ombo ort ar TIRT 
errors using this icon (A). siete 


-~ 


EPSON XP-810 Microsoft XPS 
Series on BIGD Document Writer 


4 Unspecified (1) 


A Ai, 


USB Composite 
Device 


14 items 
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Begin Device Troubleshooting FE Devices and Pe 


+t Eol > Control Panel > All Control Panel Items > Devices and Printers Search Devices a 


@ Click a device that has an error. Sate ie ae ee eee Tere 


© Click Troubleshoot. — | 
D P a oy wy = FZ 


Fingerprint HP Integrated HP Webcam JM20336 SATA, Logitech® TOSHIBA TSSTcorp 


Sensor Module USB Combo Corded Mouse MK3252GSX CDDVDW 
TS-L633L 


4 Printers (4) 


EPSON XP-810 Fax Microsoft XPS Print as a PDF 
Series on BIGD Document Writer 


4 Unspecified (1) 


J 


USB Composite 
evice 


TOUCHPC Manufacturer: Hewlett-Packard Status: Needs troubleshooting 

+s Model: HP TouchSmart tx2 N... Status: Driver is unavailable 
Category: Notebook PC 

The Devices and Printers 

troubleshooting wizard appears Pa À AIEE TARA, 

and displays the first fix. 


E Click Apply this fix Install a driver for this device 


The driver for Unknown device is not installed. Install the latest driver for the device. 


Devices and Printers applies the 


fix. If this does not solve the > Apply this fix 
problem, Devices and Printers Saad 
; i ip this fix 
displays the next fix. Continue troubleshooting without applying this fix. 


© If you are certain this fix is not 
the solution, click Skip this fix 
instead. 


O Repeat step 3 until the problem 
is resolved. 


What is a device driver? What if Devices and Printers 
It is a small program that Windows uses to communicate with a device. | cannot solve the problem? 
Many hardware problems are the result of either not having a device In this case, you need to either 





driver installed, or having an incorrect driver installed. Most devices return the device to the 

come with discs that have the correct device driver, so you should manufacturer for repair or 

insert that disc when troubleshooting. You can also obtain the latest replacement, or take it to a local 
device driver from the manufacturer's website. computer shop for fixing. 
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ou can make Windows, and your programs, run faster, and your documents open more quickly, by 

defragmenting your hard drive on a regular schedule. File fragmentation means that a file is stored 
on your hard drive in multiple pieces instead of as a single piece. This slows performance because it 
means that when Windows tries to open such a file, it must make several stops to collect the various 
pieces. A lot of fragmented files can slow down even the fastest hard drive. Defragmenting improves 
performance by bringing all those pieces together, making finding and opening each file faster. 














In the taskbar’s Search box, 
type defragment. N Defragment and Optimize Drives 


@ Click Defragment and Optimize 
Drives. 


= 
S 


defragment 
defragment mac 
defragment hard drive 
defragment computer 
defragment software 
defragment ssd 


defragmentation of computer 


p 
fe) 
fe) 
fe) 
fe) 
fe) 
p 
fe) 


defragment disk 


sm My stuff 


defragment 





The Optimize Drives window i ia 
appears. 


© Click Change settings. 


You can optimize your drives to help your computer run more efficiently, or analyze them to find out if they need to be 
optimized. Only drives on or connected to your computer are shown. 


Status 





| Drive Media type Last run Current status 


& RECOVERY (D:) Hard disk drive Never run OK (0% fragmented) 
& Backups (E) Hard disk drive Never run OK (0% fragmented) 
& \\?\Volume{474714.... Hard disk drive Never run OK (0% fragmented) 








@ Analyze ©& Optimize 


Scheduled optimization 


On O Change settings 


Drives are being optimized automatically. 


Frequency: Weekly 
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The Optimization Schedule 
dialog box appears. 


Optimize Drives 


CHAPTER 
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@ Click Run on a schedule Optimization schedule 


(recommended) ({_| changes 
to |¥1). 


Click the Frequency and 
then click the frequency with 
which you want to defragment 
(Daily, Weekly, or Monthly). 


@ Click OK. 


C The new schedule appears here. HÈ Optimize Drives 


© If you want to defragment your 
drives now, click Optimize. 


ED Click Close. 


Status 


iip 
& RECOVERY (D:) 

& Backups (E:) 

& \\?\Volume{474714... 


Scheduled optimization 


On 


Drives are being optimized automatically. 


Frequency: Daily 


How often should I defragment my hard drive? 
This depends on how often you use your computer. 
If you use your computer every day, you should 
defragment your hard drive weekly. If you use your 
computer only occasionally, you should defragment 
your hard drive monthly. 





Run on a schedule (recommended) 


Frequency 


Notify me if three co 


Drives 


Hard disk drive 
Hard disk drive 
Hard disk drive 
Hard disk drive 


Never run 
Never run 
Never run 
Never run 


Daily 


Weekly 
Month 


Current status 

OK (0% fragmented) 
OK (0% fragmented) 
OK (0% fragmented) 
OK (0% fragmented) 





You can optimize your drives to help your computer run more efficiently, or analyze them to find out if they need to be 
optimized. Only drives on or connected to your computer are shown. 








Optimize 





Change settings 





How long does defragmenting my hard drive take? 
It depends on the size of the hard drive, the 
amount of data on it, and the extent of the 


defragmentation. Budget at least 15 minutes for 
the defragmenting, and know that it could take 
more than an hour. 
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Create a System Restore Point 





f your computer crashes or becomes unstable after you install a program or a new device, the System 
Restore feature in Windows can fix things by restoring the system to its previous state. To ensure 
this works, you need to set restore points before you install programs and devices on your computer. 


Windows automatically creates system restore points as follows: every week (called a system 
checkpoint); before installing an update; and before installing certain programs (such as Microsoft 
Office) and devices. These are useful, but it pays to err on the side of caution and create your own 
restore points more often. 





In the taskbar’s Search box, 
type restore. & Create a restore point <<) 


~ Control panel 


© Click Create a restore point. o =o 


E Pc Restore 





Backup and Restore 

Settings 

‘® Restore your files with File History 
#63 Reset this PC 

#3 Go back to an earlier build 

Web 

Ø restored church of god 

Ø restore habitat for humanity 

Ø restore deck coating 

Ø restore iphone 


Ø restore 10x 


as My stuff 


restore 


The System Properties dialog TER 
box appears. a a a FETT Sytem Protection Lea 


© The System Protection tab is ui aaa aaa aaa 
already displayed. 














System Restore 








© Click Create. You can undo system changes byeveting | Siem Restore 





Protection Settings 
Available Drives 
&p Local Disk (C:) (System) 
& RECOVERY (D:) 
<& Backups (E:) 





Configure restore settings, manage disk space, 
and delete restore points. 





Create a restore point right now for the drives that | 
have system protection tumed on. $ 
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The Create a Restore Point 
dialog box appears. 


© Type a description for your 
restore point. 


©) Click Create. 


System Restore creates the 
restore point. 


Windows tells you the restore 
point was created successfully. 


© Click Close. 


€ Click OK to close the System 
Properties dialog box. 


On my system, the Create button is disabled. How 
can I fix that? 
If the Create button is disabled, it means that System 


Restore is turned off. To turn it on, click your hard 
drive in the Available Drives list, click Configure, 
click Turn on system protection (‘_) changes to ®), 
and then click OK. 
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System Protection 
Create a restore point 


Type a description to help you identify the restore point. The current date and 
time are added automatically. 


LCE a 


System Properties 
System Protection 


T3 Use system protection to undo unwanted system changes. 





System Restore 


System Protection 


D The restore point was created successfully. 








@ RECOVERY D) 
& Backups (E:) 


Configure restore settings, manage disk space, Configure 
and delete restore points. = = 


Create a restore point right now for the drives that — 
have system protection tumed on. = — 


Q> x | o] o 




















When should I create a restore point? 

To be safe, you should create a restore point 
before you install any software, whether you 
purchased the program at a store or downloaded it 
from the Internet. You should also create a restore 
point before you add any new hardware devices to 
your system. 
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Apply a System Restore Point 





f your computer becomes unstable or behaves erratically after you install a program or device, you 

can often fix the problem by applying the restore point you created before making the change. If 
after you install a program or device you notice problems with your system, the easiest solution is to 
uninstall the item. If that does not work, then your next step is to revert to an earlier restore point. 
Windows reverts your computer to the configuration it had when you created the restore point, 


which should solve the problem. 





@ In the taskbar’s Search box, 


type restore. K Create a restore on- 
~— = Control panel 
@ Click Create a restore point. Se 


E Pc Restore 

Backup and Restore 

Settings 

© Restore your files with File History 
#3 Reset this PC 


#3 Go back to an earlier build 


restored church of god 
restore habitat for humanity 
restore deck coating 
restore iphone 


restore 10x 


aa My stuff 


restore 








© Click System Restore. Sten Pope 
| Computer Name | Hardware | Advanced | System Protection | Remote | Restore system files and settings 
O C li C k N ext j ui a aac aaa la ‘ System Restore can a fix problems that might be making your 
computer run slowly or stop responding. 





System Restore > = 

‘ System Restore does not affect any of your documents, pictures, 
You can undo system changes by reverting | —> other personal data. Recently installed programs and drivers might be 
your computer to a previous restore point. | System Restore... j uninstalled. 








Protection Settings 
Available Drives 
p Local Disk (C:) (System) 
& RECOVERY (D:) 

@ Backups (E:) 





Configure restore settings, manage disk space, Configure 
and delete restore points. _ =) 





Create a restore point right now for the drives that | — == i 
have system protection tumed on. = — 














OK || Cancel Apply 
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System Restore prompts you to © system Restore 


choose a restore point. Restore your computer to the state it was in before the selected event 





© Click the restore point you want 


Current time zone: Pacific Daylight Time 














to apply. ġ 
Date and Time Description Type 
od /28/2015 7:55:50 Installing new sound card Manual 
@ Click Next. SS 
| Scan for affected programs | 
The Confirm Your Restore Point © system Restore 
window appears. Confirm your restore point 
poo computer earch to the state it was in before the event 
e e o in Description ow. 
@ Click Finish. 
| z ~ Time: 4/28/2015 7:50:31 AM (Pacific Daylight Time) 
System Restore asks you to mi Desaiption: Manual: Instaling old disk drive 


confirm that you want to Drives: 
restore your system. 


gm oe 


Scan for affected programs 


If you have changed your Windows password recently, we recommend 
that you create a password reset disk. 


System Restore needs to restart your computer to apply these changes. 
Before you proceed, save any open files and close all programs. 








"7? 
8) Click Yes. - 
System Restore applies the Once started, System Restore cannot be interrupted. Do you want 

‘ ee 

restore point and then restarts to continue? 


Wi n dows System Restore cannot be undone until after it has completed. If System Restore is 
° being run in safe mode or from the System Recovery Options menu, it cannot be 
undone. 





TIPS 


Will I lose any of my recent work when I apply a restore point? | If applying the restore point makes 
No, the restore point reverts only your computer's configuration things worse, can I reverse it? 
back to the earlier time. Any work you performed in the Yes. Follow steps 1 to 4 to display 


interim — documents you created, emails you received, web the list of available restore points on 
page favorites you saved, and so on — is not affected when you | your computer. Click the Restore 
apply the restore point. However, if you installed any programs Operation restore point and then 
after the restore point, you must reinstall those programs. follow steps 6 to 8. 
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A 


accessing 
app features, 36-37 
Lock command, 297 
OneDrive online, 243 
shared documents/folders, 267 
account password, 286 
accounts, 113, 254-255 
activating file history, 317 
adding 
apps to Lock screen, 32-33 
captions to images in OneNote, 225 
desktops, 46 
event reminders, 121 
events to calendars, 118-119 
extra fields to contacts in People app, 110-111 
file attachments to email messages, 78-79 
files to OneDrive, 242-243 
Google account to People app, 100-101 
iCloud account to People app, 102-103 
images to notebook pages, 224-225 
Microsoft Exchange account to Mail app, 73 
pages to OneNote notebooks, 220 
photo effects, 170-171 
recipes to Food & Drink app, 149 
sections to OneNote notebooks, 221 
text notes in OneNote, 222-223 
titles to images in OneNote, 225 
typed notes, 65 
web pages to Favorites Bar, 62 
adjusting 
audio levels for CDs, 189 
contact's photos in People app, 109 
copy quality, 193 
Cortana settings, 131 
file view, 234 
homegroup password, 263 
Lock screen background, 30-31 
picture passwords, 293 
playlists, 199 
screen brightness, 282 
section color schemes in OneNote notebooks, 221 
speed of slide shows, 167 
startup page, 58-59 
text font in documents, 208-209 
user account password, 258-259 
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user account pictures, 256-257 
volume, 40, 201 
Alarm & Clock app, 152-153 
albums 
art for, 189 
buying, 195 


viewing images by, 165 
All Apps list, starting apps from, 17 
all-day events, 119 
annotating web pages, 64 
applying 
Selective Focus effect, 171 
styles to messages, 77 
system restore points, 328-329 
Vignette effect, 171 
apps. See also specific apps 
accessing features, 36-37 
adding to Lock screen, 32-33 
checking weather forecast, 136-137 
configuring Cortana Voice Assistant, 130-131 
displaying locations on maps, 132-133 
finding recipes, 148-149 
following favorite teams, 146-147 
getting directions to locations, 134-135 
installing, 14-15 
looking up health information, 150-151 
pinning 
to Start menu, 26-27 
to taskbar, 38-39 
searching your PC, 128-129 
setting alarms, 152-153 
shutting down with gestures, 275 
starting, 16-17 
stopping notifications from, 303 
switching between running, 18-19 
tracking stocks, 144-145 
uninstalling, 22-23 
updating, 20-21 
writing notes, 154-155 
arranging windows, 19 
assigning photos to contacts in People app, 108-109 
attachments, adding to email messages, 78-79 
audio levels, changing for CDs, 189 
automatic image repair, 168 
Automatic install, compared with Custom install, 23 
automating updates, 21 





Avast! Antivirus (website), 69 
AVG Internet Security (website), 69 


B 

“bad sector,” 321 

battery life, monitoring on tablets, 283 

Bcc (blind carbon copy), 75 

blur, in Selective Focus effect, 171 

brightness, adjusting for screens in tablets, 282 
browsing, web, 300-301 

bulleted lists, creating in OneNote, 226 

buying albums, 195 


C 
Calculator app, 140-141 
Calendar app 
adding 
event reminders, 121 
events, 118-119 
creating recurring events, 120-121 
customizing calendars, 124-125 
handling event invitations, 123 
sending event invitations, 122 
viewing your calendar, 116-117 
calories, logging, 151 
Camera app, taking pictures with, 178-179 
captions, adding to images in OneNote, 225 
Cc (carbon copy), 75 
CDs 
changing audio levels for, 189 
installing software from, 15 
repeating, 191 
Celsius, switching between Fahrenheit and, 139 
Character Map program, 214-215 
checking 
devices for errors, 322-323 
hard drive 
for errors, 320-321 
free space, 308-309 
for security problems, 287 
weather forecasts, 136-137, 138-139 
cities, removing from Weather app, 139 
cleaning drives, 305 
clearing History list, 57 
clip, 65 
Clipboard, 236 
closing 


desktops, 47 
tabs, 53 
collection, viewing images by, 165 
compressed folders, 244-245 
computer 
locking, 31, 296-297 
refreshing, 312-313 
resetting to preserve privacy, 304-305 
unlocking, 297 
configuring 
Cortana Voice Assistant, 130-131 
email accounts, 72-73 
Mail app options, 94-95 
Microsoft accounts, 11 
PC to lock automatically, 298-299 
tablets as second monitors, 280-281 
touch keyboard, 278-279 
Windows for multiple monitors, 42-43 
connecting to wireless networks, 8-9 
Contacts list, filtering in People app, 112-113 
contacts 
adding extra fields to in People app, 110-111 
assigning photos to in People app, 108-109 
creating in People app, 98-99 
deleting in People app, 105 
editing in People app, 106-107 
hiding, 112-113 
linking multiple profiles for, 114-115 
searching for in People app, 105 
viewing in People app, 104-105 
containers (OneNote), 222-223 
copying 
documents, 216-217 
files, 236, 243 
tracks from music CDs, 192-193 
Cortana Voice Assistant, configuring, 130-131 
Create button, 327 
creating 
bulleted lists in OneNote, 226 
compressed folders, 245 
contacts in People app, 98-99 
default location forecast, 136-137 
documents, 204, 243 
files, 239 
folders for saving email messages, 92-93 
homegroups, 262-263 
numbered lists in OneNote, 226 
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creating (continued) 
OneNote notebooks, 218-219 
passwords, 253, 290-293 
picture passwords, 290-293 
playlists, 198-199 
recovery drives, 314-315 
recurring events, 120-121 
sub-bullets in OneNote, 227 
subordinate numbered lists in OneNote, 227 
system restore points, 326-327 
temporary notes, 155 
to-do lists in OneNote, 227 
user accounts, 252-253 
Web Notes, 64-65 
cropping images, 172-173 
Custom install, compared with Automatic install, 23 
customizing 
accessing app features, 36-37 
adding apps to Lock screen, 32-33 
adjusting 
Lock screen background, 30-31 
volume, 40 
calendars, 124-125 
configuring Windows for multiple monitors, 42-43 
opening Settings app, 28-29 
pinning apps 
to Start menu, 26-27 
to taskbar, 38-39 
setting time zone, 41 
setting up multiple desktops, 46-47 
synchronizing settings between PCs, 34-35 
taskbar's notification area, 44-45 


D 
date (PC screen), 4 
day, viewing events by, 117 
default location forecast, creating, 136-137 
defragmenting hard drive, 324-325 
deleting 
accounts from People app, 113 
app icons from taskbar, 39 
cities from Weather app, 139 
contacts in People app, 105 
contact's photos in People app, 109 
email messages, 90-91 
favorites, 61 
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Favorites Bar buttons, 62 
files, 240 
fingerprint sign-in, 295 


flaws in photos, 169 
folders, 93 
images, 175 
linked profiles from contacts in People app, 115 
Microsoft accounts, 13 
OneNote notebooks, 219 
pages in OneNote notebooks, 221 
playlists, 199 
red eye, 169 
sections in OneNote notebooks, 221 
stocks from watchlist in Money app, 145 
teams from Favorites list in Sports app, 147 
tracks from library, 193 
unnecessary files, 310-311 
user accounts, 260-261 
deselecting files, 233 
Desktop icon (PC screen), 4 
desktops, 4, 46-47 
detailed status, 33 
details pane (Windows Media Player), 191 
device driver, 323 
Devices and Printers feature, 322-323 
digital cameras, importing from, 158-159, 182-183 
directions, getting to locations, 134-135 
disabling location services, 133 
disconnecting 
external drives, 317 
from wireless networks, 8-9 
Disk Cleanup feature, 309, 310-311 
displaying 
favorite web pages, 61 
Favorites Bar, 62 
locations on maps, 132-133 
menus, 36 
photo effects, 170 
Settings app tabs, 29 
user accounts, 250-251 
Web Note tools, 64 
Web Notes, 65 
documents 
copying, 216-217 
creating, 204, 243 
finding text, 210-211 





locating, 207 
opening, 206-207 
printing, 228-229 
saving, 204-205 
sharing, 266-267 
Documents library, 204-205 
domain, 74 
double-tap gesture, 272 
downloading files, 68-69 
draft messages, saving, 80-81 
drives, cleaning, 305 
DVDs, installing software from, 15 


E 
editing 
contacts in People app, 106-107 
email messages, 85 
pictures in messages, 77 
editing documents 
adding 
images to notebook pages, 224-225 


pages and sections to OneNote notebooks, 
220-221 


text notes in OneNote, 222-223 
changing text font, 208-209 
copying documents, 216-217 
creating 
documents, 204 
OneNote notebooks, 218-219 
finding text, 210-211 
inserting special symbols, 214-215 
OneNote notebook lists, 226-227 
opening documents, 206-207 
printing documents, 228-229 
replacing text, 212-213 
saving documents, 204-205 
email. See Mail app 
errors 
checking devices for, 322-323 
checking hard drive for, 320-321 
events 
adding to calendars, 118-119 
all-day, 119 
creating reminders for, 121 
handling invitations to, 123 
recurring, 120-121 
sending invitations for, 122 


external drives, disconnecting, 317 


external monitor, 43 
extracting files from compressed folders, 244-245 


F 


Fahrenheit, switching between Celsius and, 139 
Favorites Bar, 62-63 
Favorites list, 60-61 
File Explorer, 163, 275. See also files 
file history, maintaining, 316-317 
files 
adding to OneDrive, 242-243 
changing view of, 234 
copying, 236 
creating, 239 
deleting, 240, 310-311 
deselecting, 233 
downloading, 68-69 


extracting from compressed folders, 
244-245 


inserting in OneNote, 225 


installing when downloaded from 
Internet, 15 


moving, 237 

opening, 68-69 

previewing, 235 

renaming, 238 

restoring deleted, 241 

restoring from history, 318-319 

selecting, 232-233, 275 

specifying programs to open, 246-247 
filtering Contacts list in People app, 112-113 
Find feature, 210-211 
finding 

documents, 207 

recipes, 148-149 

text in documents, 210-211 

text on pages, 55 
fingerprint sign-in, setting up, 294-295 
flag, 95 
flaws, removing from photos, 169 
folders 

creating for saving email messages, 92-93 

deleting, 93 

renaming, 93 

restoring, 319 

searching from windows, 129 
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folders (continued) 
selecting with gestures, 275 
sharing, 266-267 
font, 76, 208 
Food & Drink app, 148-149 
forgotten gestures, 293 
forgotten password, 255, 263 
formatting 
message text, 76-77 
note text in OneNote, 223 
forwarding email messages, 86-87 


G 


gestures 
about, 272-273 
controlling Windows with, 274-275 
forgotten, 293 
getting started 
connecting to wireless network, 8-9 
installing apps, 14-15 
PC screen, 4 
putting Windows to sleep, 6 
restarting Windows, 7 
shutting down Windows, 7 
starting apps, 16-17 
switching 
to Microsoft accounts, 10-13 
between running apps, 18-19 
tablet screen, 5 
uninstalling apps, 22-23 
updating apps, 20-21 
Google account, adding to People app, 100-101 
Groove Music app, 196-199 


H 


hard drive 
checking for errors, 320-321 
checking free space, 308-309 
defragmenting, 324-325 
Headlines page (News app), 142 
headphones, switching between PC speakers and, 200-201 
Health & Fitness app, 150-151 
Hello feature, 294 
hiding 
contacts, 112-113 
menus, 37 
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History list 


browsing, 301 

clearing, 57 

navigating with, 56-57 

restoring files from, 318-319 
Home screen (Money app), 144 
homegroups 

creating, 262-263 

joining, 264-265 

leaving, 265 

viewing resources, 268-269 
Hypertext Transfer Protocol (http), 50 


I 


iCloud account, adding to People app, 102-103 
images 
adding 
captions to in OneNote, 225 
to notebook pages, 224-225 
photo effects, 170-171 
titles to in OneNote, 225 
assigning to contacts in People app, 108-109 
changing for user accounts, 256-257 
cropping, 172-173 
deleting, 175 
importing from digital cameras, 158-159 
inserting in messages, 77 
navigating Pictures library, 162-163 
printing, 176-177 
repairing, 168-169 
rotating, 174 
scanning, 160-161 
starting slide shows, 166-167 
taking with PC camera, 178-179 
viewing, 164-165 
importing 
images from digital cameras, 158-159 
videos from digital cameras, 182-183 
Inbox folder (Mail app), 90 
InPrivate web browsing, 287 
inputting text with touch keyboard, 276-277 
inserting 
files in OneNote, 225 
pictures in messages, 77 
special symbols, 214-215 
installing apps, 14-15 





J 


joining homegroups, 264-265 
Junk folder (Mail app), 81 


K 


keyboards 
selecting, 276 
switching between apps using, 19 
touch, 276-279 


L 


layout, standard keyboard, 279 
leaving homegroups, 265 
linking multiple profiles for contacts, 114-115 
links, selecting, 51 
live tiles, 17 
locations 
displaying on maps, 132-133 
getting directions to, 134-135 
news for current, 143 
Lock command, accessing, 297 
Lock screen 
adding apps, 32-33 
changing background, 30-31 
locking computer, 31, 286, 296-297 
logging calories/workouts, 151 
Loudness Equalization feature, 201 


M 


Mail app 

adding file attachments, 78-79 
configuring 

email accounts, 72-73 

options, 94-95 
creating folders for saving messages, 92-93 
deleting messages, 90-91 
formatting message text, 76-77 
forwarding messages, 86-87 
opening attachments, 88-89 
reading messages, 83 
receiving messages, 82-83 
replying to messages, 84-85 
saving 

attachments, 88-89 

draft messages, 80-81 
sending email messages, 74-75 


maintenance. See also troubleshooting 


applying system restore points, 328-329 
checking 
devices for errors, 322-323 
hard drive for errors, 320-321 
hard drive free space, 308-309 
creating 
recovery drives, 314-315 
system restore points, 326-327 
defragmenting hard drive, 324-325 
deleting unnecessary files, 310-311 
file history, 316-317 
refreshing computer, 312-313 
restoring files from history, 318-319 
managing 
event invitations, 123 
music playback in Groove Music app, 197 
private information, 302-303 
video playback, 187 
Windows with gestures, 274-275 
manual image repair, 169 
maps, displaying locations on, 132-133 
Maps app, 132-133 
Menu icon, 37 
menus 
displaying, 36 
hiding, 37 
messages. See Mail app 
Microsoft accounts, 10-13 
Microsoft Edge Explorer web browser, 54, 58-59, 66-67, 287, 300-301 
Microsoft Exchange, adding account to Mail app, 73 
Microsoft Security Essentials (website), 69 
Modern apps, 37 
Money app, 144-145 
monitoring battery life on tablets, 283 
monitors 
configuring tablets as second, 280-281 
configuring Windows for multiple, 42-43 
month, viewing events by, 116 
mouse pointer (PC screen), 4 
movies, 185, 187 
Movies & TV app, 183, 184-187 
moving 
email messages between folders, 93 
Favorites Bar buttons, 62 
files, 237, 242 
items with gestures, 275 
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moving (continued) 
programs between desktops, 47 
text note containers in OneNote, 223 
tiles, 27 
MSN Health & Fitness screen (Health & Fitness app), 150 
MSN Sports screen (Sports app), 146 
multimedia 
copying tracks from music CDs, 192-193 
creating playlists, 198-199 
importing videos from digital cameras, 182-183 
navigating 
Music library, 194-195 
Videos library, 184-185 
playing 
music, 196-197 
music CDs, 188-191 
switching between PC speakers and headphones, 200-201 
watching videos, 186-187 
music, playing, 196-197 
music CDs 
copying tracks from, 192-193 
playing, 188-191 
Music library, navigating, 194-195 


N 


navigating 
calendars, 117 
with History list, 56-57 
Music library, 194-195 
Pictures library, 162-163 
tabs, 53 
Videos library, 184-185 
web pages, 54 
network resources, viewing, 268-269 
News app, 142-143 
non-Microsoft email address, 11 
note text, formatting in OneNote, 223 
Notepad app, 154-155 
notification area, 4, 44-45 
notifications, app, 303 
Now Playing window (Windows Media Player), 191, 192 
numbered lists, creating in OneNote, 226 


0 


OneDrive 
accessing online, 243 
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adding files to, 242-243 
OneNote app, 154, 218-219, 222-223, 226-227 
opening 

documents, 206-207 

draft messages, 80-81 


email attachments, 88-89 
files, 68-69 
Settings app, 28-29 
web pages, 50-53 
organizing favorites, 61 
orientation, for printing pictures, 177 
Outbox folder (Mail app), 81 


P 


paper, for photo printouts, 177 
paragraph, message, 76 
passwords 
changing 
for homegroup, 263 
for user accounts, 258-259 
creating, 253 
forgotten, 255, 263 
homegroup, 263 
locking PC, 286 
protecting, 259 
Passwords switch, 35 
pausing music CDs, 189 
PC camera, taking pictures with, 178-179 
PC speakers, switching between headphones and, 200-201 


PCs 
locking, 286 
resetting, 287 
searching your, 128-129 
synchronizing settings between, 34-35 
People app 


adding 
extra fields to contacts, 110-111 
Google account, 100-101 
iCloud account, 102-103 
assigning photos to contacts, 108-109 
creating contacts, 98-99 
editing contacts, 106-107 
filtering Contacts list, 112-113 
linking multiple profiles for contacts, 114-115 
viewing contacts, 104-105 
photo effects, adding, 170-171 





Photos app 
adding photo effects, 170-171 
cropping images, 172-173 


opening Pictures library with, 162 
rotating images, 174 
starting slide shows, 166 
Photos tile, starting slide shows, 167 
picture passwords, 290-293 
pictures. See images 
Pictures library, 162-163, 176-177 
pinch gesture, 273 
pinning 
apps to Start menu, 26-27 
apps to taskbar, 38-39 
playing 
music, 196-197 
music CDs, 188-191 
playlists, 198-199 
previewing files, 235 
printing 
documents, 228-229 
images, 176-177 
priority, message, 77 
private information, controlling, 302-303 
product key, 15 
profiles, People app, 114-115 
programs 
moving between desktops, 47 
specifying to open files, 246-247 


Programs and Features, uninstalling 
apps via, 23 


protecting passwords, 259 
push, 83 


Q 


quick status, 33 


R 


reading email messages, 83 
receiving email messages, 82-83 
recovery drives, creating, 314-315 
red eye, removing, 169 
refreshing computer, 312-313 
renaming 
Favorites Bar buttons, 62 
files, 238 


folders, 93 

network, 269 

sections in OneNote notebooks, 221 
rented movie/TV show, 187 
reordering taskbar icons, 39 
repairing images, 168-169 
Repeat feature (Groove Music app), 197 
repeating CDs, 191 
replacing text in documents, 212-213 
replying to email messages, 84-85 
Reply/Reply All option (Mail app), 85 
resetting computer, 287, 304-305 
reshaping selective focus area, 171 
resizing tiles, 27 
restarting Windows, 7 
restoring 

deleted email messages, 90-91 

deleted files, 241 

files from history, 318-319 
resuming music CDs, 189 
reversing system restore points, 329 
ripping CDs, 192-193 
rotating images, 174 


S 


Save As command, 217 
saving 
documents, 204-205 
draft messages, 80-81 
email attachments, 88-89 
favorite web pages, 60-61 
notes, 155 
recipes, 149 
Web Notes, 65 
scanning images, 160-161 
screen brightness, adjusting, 282 
search box (PC screen), 4 
search engines, 66 
searching 
for contacts in People app, 105 
for settings, 129 
for sites, 66-67 
your PC, 128-129 
sections (OneNote), 221 
security. See Windows security 
Security and Maintenance. See Windows security 
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selecting 
files, 232-233, 275 
folders, 275 
keyboards, 276 
links, 51 
Selective Focus effect, 170-171 
sending 
email messages, 74-75 
event invitations, 122 
Sent folder (Mail app), 81 
serial number, 15 
setting(s) 
alarms, 152-153 
file history drive, 316-317 
message priority, 77 
searching for, 129 
synchronizing between PCs, 34-35 
time zone, 41 
timers, 153 
Settings app, opening, 28-29 
setup 
fingerprint sign-in, 294-295 
multiple desktops, 46-47 
sharing 
changing 
user account pictures, 256-257 
user password, 258-259 
creating 
homegroups, 262-263 
user accounts, 252-253 
deleting accounts, 260-261 
displaying user accounts, 250-251 
documents, 266-267 
folders, 266-267 
joining homegroups, 264-265 
switching between accounts, 254-255 
viewing network resources, 268-269 
shortcut methods, 47 
shortcuts 
opening web pages in tabs, 53 
web page addresses, 51 
Shuffle feature (Groove Music app), 191, 197 
shutting down 
apps with gestures, 275 
Windows, 7 
signature, 95 
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size, of video, 179 


sizing text note containers in OneNote, 223 
skipping tracks on music CDs, 189 
sleep mode, 6, 299 
slide gesture, 273 
slide shows, starting, 166-167 
snapping windows, 19 
songs, shuffling, 191, 197 
special effects, 208 
special symbols, inserting, 214-215 
speed, changing for slide shows, 167 
Sports app, 146-147 
spot fix, 169 
spread gesture, 273 
spyware, 287 
standard keyboard layout, 279 
Start button (PC screen), 4 
Start menu 
pinning apps to, 26-27, 38-39 
starting apps from, 16 
uninstalling apps via, 22 
starting 
apps, 16-17 
Notepad app, 154 
slide shows, 166-167 
videos, 186 
startup page, changing, 58-59 
stocks, 144-145 
stopping 
app notifications, 303 
play of music CDs, 190 
stopwatch, 153 
style, applying to messages, 77 
stylus, writing text with, 277 
sub-bullets, creating in OneNote, 227 
subordinate numbered lists, creating in OneNote, 227 
swipe gesture, 273, 274 
switching 
between accounts, 254-255 
between desktops, 47 


between Fahrenheit and Celsius 
in Weather app, 139 


to Microsoft accounts, 10-13 
between PC speakers and headphones, 200-201 
between running apps, 18-19 

synchronizing settings between PCs, 34-35 





system checkpoint, 326-327 
system restore points, 326-329 


T 
tablets 
adjusting screen brightness, 282 
configuring 
as a second monitor, 280-281 
touch keyboard, 278-279 
gestures, 272-273, 274-275 
inputting text with touch keyboard, 276-277 
monitoring battery life, 283 
screen, 5 
tabs 
closing, 53 
navigating, 53 
opening web pages in, 52-53 
tags, OneNote, 227 
tap and hold gesture, 272 
tap gesture, 272 
Task view, switching apps using, 19 
taskbar 
about, 4 
customizing notification area, 44-45 
pinning apps to, 38-39 
removing app icons from, 39 
searching from, 128-129 
switching apps using, 18 
taskbar icons (PC screen), 4 


teams, removing from Favorites list in 
Sports app, 147 


testing recovery drive, 315 

text 
changing font in documents, 208-209 
finding in documents, 210-211 
inputting with touch keyboard, 276-277 
replacing in documents, 212-213 
writing with stylus, 277 

text notes, adding in OneNote, 222-223 

text passwords, compared with picture passwords, 291 

tiles, 17, 27 

time (PC screen), 4 

time zone, settings, 41 

timers, setting, 153 

titles, adding to images in OneNote, 225 

to-do lists, creating in OneNote, 227 

tools, Web Note, 64 


touch keyboard. See keyboards, touch 
tracking stocks, 144-145 
tracks 
copying from music CDs, 192-193 
removing from library, 193 
skipping on music CDs, 189 
traffic information, 135 
Trash folder (Mail app), 81 
troubleshooting. See also maintenance 
devices, 323 
fingerprint sign-in, 295 
joining homegroups, 265 
monitors, 281 
mouse pointer, 43 
network problems, 269 
turn gesture, 273 
TV shows, 185, 187 
type size, 208 
typeface, 208 


U 


uninstalling apps, 22-23 
unlocking computer, 297 
updating 
apps, 20-21 
Windows, 21 
USB flash drive, using as a recovery drive, 315 
User Account Control, 286 
user accounts 
changing 
password, 258-259 
pictures for, 256-257 
creating, 252-253 
deleting, 260-261 
displaying, 250-251 
username, 74 


V 


videos 
importing from digital cameras, 182-183 
size of, 179 
watching, 186-187 
Videos library, 183, 184-185 
viewing 
calendars, 116-117 
compressed folder files, 244 


contacts in People app, 104-105 
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viewing (continued) 
downloaded files, 69 
file, 234 
images, 164-165 
network resources, 268-269 


previously scanned images, 161 
sent email messages, 87 
shared documents/folders, 267 
Vignette effect, 170-171 
volume, adjusting, 40, 201 


W 


watch list, removing stocks from in Money app, 145 
watching videos, 186-187 
Weather app, 136-137, 138-139 
weather forecasts, checking, 138-139 
web browsing, 300-301 
Web Notes feature, 64-65 
web pages 
adding to Favorites Bar, 62 
annotating, 64 
finding text on, 55 
navigating, 54 
opening 
about, 50-51 
in tabs, 52-53 
saving favorites, 60-61 
web surfing 
changing startup page, 58-59 
creating Web Notes, 64-65 
downloading files, 68-69 
Favorites Bar, 62-63 
finding text on pages, 55 
navigating 
with History list, 56-57 
web pages, 54 
opening web pages, 50-53 
saving favorite web pages, 60-61 
searching for sites, 66-67 
webcam photos, using as account picture, 257 
websites 
Avast! Antivirus, 69 
AVG Internet Security, 69 


340 


Microsoft Security Essentials, 69 
searching for, 66-67 
week, viewing events by, 116 
Week Number option (Calendar app), 125 
Wi-Fi hotspots, 133 
windows, 19 
Windows. See also specific topics 
controlling with gestures, 274-275 
putting to sleep, 6 
restarting, 7 
shutting down, 7 
updating, 21 
Windows Defender feature, 287 
Windows Devices and Printers feature, 322-323 
Windows Firewall feature, 287 
Windows Hello feature, 294 
Windows Media Player, 188-191 
Windows security 
about, 286-287 
browsing web privately, 300-301 
checking for problems, 288-289 
configuring PC to lock automatically, 298-299 
controlling private information, 302-303 
creating picture passwords, 290-293 
locking computer, 296-297 
resetting computer to preserve privacy, 304-305 
setting up fingerprint sign-in, 294-295 
Windows Store, installing apps from, 14-15 
wireless networks, 8-9 
WordPad, compared with Notepad, 155 
workouts, logging, 151 
writing 
notes, 154-155 
text with stylus, 277 


Y 


“Your location cannot be found” (Weather app), 137 


Z 


Zip archives. See compressed folders 
zipped folders. See compressed folders 
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